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This coordinators handbook, cne of a set of twelve 

* documents describing the Career Planning Support Systea (CPSS) and 
its use, is designed as a ^project management tool and provides 
step-by-step procedures for planning, leading, dnd coordinating CPSS 
activities* (CPSS is f a comprehensive guidance program management 
systea which offers the school step-by-step 'directions in planning, 
developing, implementing x ^ir& evaluating- an upgraded career guidance 
program that is compatible with student career development needs and 
resources available in "the school and community,) Each of the eigkt 
chapters in this hand book deals with .a major step in the CPSS ♦ 
process* In each chapter, the first part contains background 
information on the step in addition to information on parallel 
activities. The second part lists specific steps for planning, 

* organizing, and accomplishing tasks; activities that the coordinator 
will monitor are included. The chapters are title^ Getting Smarted, 
(focuses on selecting-the steering and .advisory^doaaittees) , 
Assessing Resources, Assessing Nfeefts; Surveying, Assessing- Needs: 
Tabulation, Selecting Program Go§ls, Producing CDOS/ (Career 

'Developaent OnVts) , Reviewing Tour Prograa Annually, and Reassessing 
lour Prograa. . A saaplfe/trend graph for coordinator use and J 1 
inforaation on the CPSS Information File are appended. (TA) 
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institutions, and organizations to solve educational problems relating to individual career planning 
preparation; and progression The (enter fulfills its mission by 
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• ' FOREWORD 

m t 

* 

The challenge to assist,youth in gaining the skUls and knowledge to plan and execute meaning- 
ful careers is a major concern of the educational community, particularly high schools In response 
to this challenge, The Center has developed and tested, under the sponsorship of the Education and 
Work Group at the National Institute of Education and with the help of nearly fifty-high schools 
located throughout sixteen states, the Career Planning Support System (CPSS). This product shows 
haw to deliver improved, cost-effective career guidance services that.meet the needs and fall within 
the resourceSof thrindividual schooj. The procures in these materials are systematically pre- 
sented to help local schools engage in sound planning, implementation, and evaluation. It provides 
them with the capacity for self -renewal. 

. It is important to note that the Career Planning Support System does not prescribe the content 
of a local program; rather, it enables teachers, counselors, students, parents, and community mem- 
berstto decide on the specific program to be followed. It is a flexible product in that it does not 
necessarily displace existing efforts, but describes how existing activities can be brought into an in- 
tegrated systematic approach to the delivery of career guidance services. - 

The Center is pleased to present this product. We are grateful to Dr. Robert E Campbell 
program director, who led in the conceptualization. of CPSS and patiently guided it through years 
of development and field testing. He has been ably supposed during this period by staff persons 
whose names are indicated at appropriate credit points in the various publications. We are deeply 
grateful for the cooperation and consistent enthusiasm of the participants in the field test ; their 
names and locations are given on the jnside of the back cover. 

A complete list of products developed in connection with CPSS, and occasionally referred to 
throughout the various guides, are printed on the outside of the back cover. 



Robert E. Taylor 
Director 

The Center for Vocational Education 
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CHAPTER 1 



MAJOR ACTIVITIES ■ ' 

• Establish decision making 
arrangement with principal 

• Select and orient Steering 
Committee members 

• Select and orient Advisory ' 
Committee members 

• • Assign three Steering Com- 
mittee members to be re- 
source leader, behavioral 
objective special, method 
specialist 

Getting Started 



* When-you read through t«he Coordinator's 
Training Guide you become familiar with the 
activities that are in this handbook, which is 
your project management document. This is 
your resource for planning, leading, and co- 
ordinating all the CPSS activities. In this hand- 
book you will find that activities that ordinarily 
would be time-consuming to plan and develop 
have been already arranged for you. You alio 
wiUfind that most .of your work with CPSS 
from now on will be with this handbook and 
the CPSS Program Information File, which is 
a record-keeping device for all CPSS activities. 

^ Please notice that each of the following 
chapters deal with a major stefPin the CPSS 
process. The first part of a chapter gives you 
background information on the step plus in- 
formation to keep you alert to parallel activ- 
ities. In this part, boxes list major activities, 
concurrent activities, and results for each 
chapter. Inthe second part, specific steps I 
are listed .to helf> you plan, organize, and ac- i 
comphsh tasks. Sections of this part that are 
in italics describe activities yau should mon- 
itor but do not actually do yourself. The 
chapters are also a source of agenda items 
for Steering Committee meetings. ■ 



Working wUh the Principal 



; Beforeyou proceed, be sure you have a 
clear understanding with your principaf about 
the decision-making authority your role in- 
volves. You may have already established this. 
If so, that's fine. If not, review the major tasks 
of the CPSS process and decide on what respon- 
sibilities you each 4 have. The macro flow chart 
in the training guide is a gflod reference for 
this activity. Be sure to include, school orien- 
tation; selecting Steering and Advisory Com- 
mittees and task forces; conducting needs and 
resource assessments; selecting goals; implement- 
ing CDUs; and annual program review. Doing 
this will help define the role the principal will 
play in the overall CfSS process. Remember, 
your principal's active support is important. 



CONCURRENT ACTIVITIES 



Orient school population to 
CPSS (optional) 



Selecting the Steering Committee 

One of the\irst tasks that you and your 
principal should consider is the selection of 
Steering Committee members. The function 
of the Steering Committee, remember, is to 
conduct the activities of ^PSS and monitor the 
development of your new^reer guidance pro- 
gram. Your role is to lead them through their 
tasks. It's probably fairly obvious there can be 
political overtones to establishing the commit- 
tee. A product such as CPSS cannot be pre- 
scriptive in designating who should be on the 
committee in your school. It is suggested, 
however, that you favor having a broad base of 
support and recruiting people who can see tasks 
through in a timely, competent manner. An 
orientation to CESS at a faculty meeting may ■ 
be a useful strategy prior to selecting the com- 
mittee members. 



The size 
but you shouf 



uMRec 



committee is up to you, 
lect individuals to be respon- 




sible for conducting and maintaining resource 
assessments, being a resource person for behav- 
ioral objectives, being a resource person for 
career guidance methods. These persons begin 
their tasks after the first meeting, but their in- 
'volvement continuous during CPSS and wBiIe 
your new program is functioning. Other people 
may be added, depending on the size of corqmit- 
tee'that is best for your school. Students, most 
definitely, are valuable members. (Typically 
successful Steering Committees in-the field test 
of CPSS included representatives of students 
irom each grade level, teachers from all areas, 
* guidance and counseling people, and adminis- 
trators ) 

The Steering Committee is crucial to the 
effectiveness of the project Besides representing 
the school as a whole, the members also must bfe 
willing to be advocates for CPSS Their commit- 
ment will reflect in how smoothK tasks are 
executed Your first meeting with them will 
launch the project How of^ftlhe committee 
- meets after that is left to your discretion. Es- * 
SQntially, the committee meets to organize, 
begin needs and resource assessments, select 
goals, decide implementation strategies for 
CDl 1 ^, review CDUs, and, on an as needed 
basis, monitor activities. The outline for the 
first meeting is at the end of this chapter. 

How you select the committee members 
should be decided now. You may want to re- 
cruit op an individual basis or orient everyone 
and request volunteers Be prepared to ex- * 
plain briefly the CPSS process, what it means 
for students, and how much time it wilt re- 
quire of a person AV-1 is a good orientation 
vehicle for group meetings 



Selecting the Advisory Committee 
4 

Another decision you must make with 
your principal is whether a separate citizens' 
Advisor/ Committee is feasible or desirable 
in your situation. An Advisory Committee 
is built into 'the CPSS materials as a commit- 
ment to community participation in school 
affairs An Advisory Committee is seen as a 



source ot comrBunit\'information and as 
people who can review,' program goals and 
activities designed to reach those goals. A 
separate committee would meet two or three v 
times a year \^ith the members available on 
an informal basis. 
\ 

Instead of forming a new Advisory 
- Committee for CPSS; rather you may use 
an existing committee, torm a coalition of 
existing committees, or have community 9 
representatives on the Steering Committee, 

If \ou do lorm a separate Advisory 
•Committee, the principal may serve as the * 
chairperson, with you acting a* executive 
seer,etar\ It is suggested that >ou select 
live to nine representatives tJbm the busi- 
ness, industrial, and educational communities, 
plus governmental agencies, civic groups, and 
parents to be committee members. CPSS ^ 
and their role in it are explained in the Ad- * 
visorv Committee Handbook. * 
\ 

Once you have chosen members of the 
Steering and Advisory Committees, you (and 
perhapsrthe principal) should meet with both 
groups The following are sugge sted agendas 
for the first meeUng of each committee. 

First Steering Committee Meeting 

1. Give overview of CPSS. view AVs 

2 Discuss coordinator's role 

3 Discuss Steering Committee s role 

4. - Ask the members you selected for 
'this purpose to serve as resource 
leader, behavioral objective special- 
ist, and method specialist. Give the 
Manual for Writing Behavioral Ob- 
jeotwes and the procedural guide 
entitled Writing Behavioral vbjec- 
twes'Urthe behavioral objective 
special ist7"f?1ve the procedural guide 
called Analyzing Methods to the 
method specialist. You will give ap- 
propriate materials to the resource 
leader during Chapter 2. 
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5. f Plan for the fcxt meeting to begin , 
resource assessment jhd needs as- 
sessment. (See Chapters 2 and 3 for 
structuring the next agenda.) 



< First Advisory Contmittee Meeting 

1. Introduce members * 
t • f 

2. Havekhe principal talk about the 
purpose of CPSS 

3. Give overview of CPSS, view AV-1 

4 Distribute Advisory Committee 
Handbook/ 

5. Discuss roles and communication 
pattern 

6. Discuss future activities and meetings 



r 



RESULTS 



Steering Committee organized 
and* oriented 



Advisory Committee organized 
and orfented . 



Behavioral objective specialist 
beginning tasks 



Method specialist beginning 
tasks 



J 



The information you will need to com- 
plete the rest of CPSS begins with resource 
assessment in Chapter 2. * 



£HAPTER 2 



MAJOR ACTIVITIES 



• Arrange to^perform resource 
assessment tasks in conjunc- 
tion with other schools using 
► (optional) 



tion wit 



Select, with the resource 
leader, members of the 
Resource Assessment. 
Task Force 

• Duplicate CPSS Program 
Information File items 1-39 

• Monitor the work of the 
Resource Assessment 
Task Force v 

• Review items 1-33 with the 
Steering Committee 



Assessing Resources 



^Because most high school guidance pro- 
grams tend to offer more services than their 
resources can adequately support, one of the 
first tasks prescribed in CPSS is afl assessment 
of resources available for use in ybur new pro- 
gram. The information about resources will 
enabfe the Steering Committee to select goals 
for your new program based not only on what 
students need, but also on whether there are 
resources available to support g^als to meet * 
those needs. Without such an assessment, an 
otherwise sound program coukj be ineffec- 
tive because resources are not ^ised efficiently. 

/' s 

The CPSS resource assessment will help 
your school identify appropriate materials, 
space, equipment, people, and funds in both 
the school and community, ^appily, such 



careful attention to resources may help you 
"discover" more career guidance tools than 
you knew you had. 

CPSS also provides procedures for re- 
source accounting— keeping track of the use 
of resources once your new guidance pro- 
gram is operating. The accounting tasks 
and other activities concerning resources 
occur after assessment is finished; 4 therefore, 
they are not discussed until the end of'this 
chapter. 4 ; 



The Task Force's Job 



Resource assessment should begin at 
the same time you begin needs assessment 
and should be completed no later thart needs 
assessment because the Steering Committee 
will need information about bot%t the 
same time. Resource assessment R the work 
of a seven-member Resource Assessment 
Task Force., headed by the resource leader. 
However, you are ultimately responsible for 
this and all other phases of CPSS. 

The resource leader should be chosen 
from the adult members pf the Steering Com- 
mittee so that he/she can serve as liaison be- , 
tween the task force and the committee. A 
librarian, media specialist, or counselor who 
is familiar with career materials might be a 
good choice. The information on the resource 
leader's rede at the end of this chapter may help 
'you select*a person who is suited for the job. 
Two other faculty /staff members and Tour.stu- 
dents should comprise the rest of the task force. 

The task force's job is to compile: (1) a 
list of current career guidance activities in the 
high school, its feeder schools, and the state 
and distfict; (2) a listof available school and 
community resources that could be used ifi 
career development activities; and (3) a descrip- 
tion of the school and community that includes 
population statistics, occupations in the com- 
munity, and courses offered in the school. All 
three kinds of information will fc£ helpful to 
the Steering Committee as it makes decisions 



about the scope and direction of your new 
career guidance program, the list of current 
guidance activities should be useful when inte- 
grating successful current activities and yimr 
new program. The list of resources will pro- . * 
vide a single-source reference concerning all the 
resources available to support career jlevelop- 
ment activities. This information about re- 1 
sources will include such things as who should * 
be contacted about tTieir use and any constraints 
that may be placed on their use. The'descriptive 
data about the school and c6mmunity will be' 
used primarily as background ^information. 



■ CONCURRENT ACTIVITIES 
I 

*■ 

• Direct needs assessment 
^tivities 



Advisory Committee Help 



* Ons of the best sources of information 
about the community may be the CPSS Ad- 
visory Committee, Advisory Committee t mem- 
.bers already may jjave the information needed, 
may be able to acquire it, and/or may be' able 
to verify or suggest a source of verification for 
information the task force has already collected. 
However, task force members seeking informa- 
tion should contact Advisory Committee 
members only after having exhausted other 
sources. The Advisory Committee may ad- 
vise or help, but the work of assessing re- 
sources belongs to the task force. 

Hems 1-33 of the CPSS Program Infor- 
mation File (provided in the envelope fabeled 
"Camera-Ready Masters tor Resource Assess- 
ment^) will guide the task force in their com- 
pilation of information as they follow instruc- 
tions in the accompanying procedural guide 
Assessing Resources. Once items 1-33 have 
been completed, the task force wjll disband. 



^ Resource Leader's RoTfe 



• . , The resource leader's responsibilities do 
^no^ end^when the task force disbands. He/she 
should be thought of as the school's expert on 
4 resources and should be called upon during 
CDU development to assist career develop- 
ment unit instructors in assigning resources to 
each unit. As the school's most knowledge- 
able person concerning resources, the resource 
.leader should b^ablelo make the CDU instruc 
- tors' job easier and to offer valuable infowna- 
tion'about the use of resources. 



\e: 



Resource accounting activities begin 
when flour new guidance program is imple- 
* mented. The resource leader should record 
the actual use your school makes of resources, 
placing that information on CPSS Program In- 
formation" File items 34-39. The appropriate 
information about th^hse of resources for 
each' CDU should be available immediately 
after bfle CDU is approved. UpSn modifica- 
tion or termination of a CDU, the resource 
leader will update the items. The resource 
leader's responsibility for resource accounting 
,is ongoing throughout the life of your career 
guidance program. 

» 

Another of the resource teader's ongoing 
responsibilities is the updating of resource as- 
sessment information initially collected by the 
task force. Items 1-33 should be updated con- 
tinuously. 



RESULTS 



* Completed CPSS Program 
Information File items 1-33 



Your procedures for fulfilling your re- 
sponsibilities concerning resources begin on the 
next page. 
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PROCEDURES . 

.Step'l* If other schools in your community are using CPSS, meet with the principal and the re- 
" .. source leader before the first meetfhg of th? task force. Decide whether the resource* 

* ' ■ assessment items concerning the community should te ccylTjteted in injunction with 
other schools. Because CPSS Prograjn InformationJFile-items 5 and 9-23 will be th$ 
same for alf^chools in your community, dividing the responsibility for completing the 
items amo/ig schools may be the most efficient way to operate. Jf you and the principal 
.decide to coordinate efforts with other Schools, make sure that the resource leader, you,' 
and the other school coordinators clearly understand which items q#ch school is respon- 
sible for completing. . . , % 
* * >• ' \ . , ' " * , » ' 

'Step 2 Brief the Steering Committee on resource Assessment. Give the resource Jeader a copy of 
the procedural guide Assessing Resources and be prepared to an$fter quest-ions. (A refer- 
ence copy of the CPSS'Progt<jrm Information File iteiH^dealing with resources is in the 
Appendix of the procedural guide.) 



NOTE: Your procedures for needs assessment .(surveying) fn Chapter 3 should be under- 
taken at the same time resource assessment is initiated. 

. • ■ ■■ •. i ' ' 



Step 3 With the resource leader, select the members of the ftewfiSfast Assessment Task Force— two 
faculty/staff members and four'students. 

tep 4 . Once the resource leader \y& .had time to read the procedural guide Assessing Resources, 
ask him/hep how many copies of each CPSS Program Information FJAe item he/she will 
need, .Duplicate those cppies, using masters in the envelope labeled "Camera-Ready 
, MastersTor Assessing Resources/" and give them to the resource leader. You will be > 
giving him/lier resource accounting as well as assessment items; although heYshe will not 
use the accountfrrg items urh^after the task foVcfc disbands. 

Step 5 Monitor the activities of the Resource Assessment Task Force. 

Task force members will be -compiling information about resources in the school 
and community, sometimes requesting help frpm the Advisory Committee. The 
informatfon will be factual unless only estimates are available. The task force will 
s be meeting as many times as the members feel necessary. DetaHed procedures are 
i outlined in the Assessing Resources procedural guide, Steps 5-7: 

Step ft. Receive a draft of all completed, items from the resource leader. Review the items with 

the Steering Cpmmittee and list the committeessuggestions for corrections or additions.* 



'NOTE: If responsibility for completing items concerning the community is split between 
schools using CPSS, you are responsible for receiving copies of the other school's 
work and for giving them copies of the final version of your task force's items. 
The final version of your items will not be ready until after Step 8 below. 



Step 7 Return the original draft of the items, along with the Steering Committee's suggestions, 
to the resource-leader. 

Step 8 - Receive aJfc>py of the final version of all items from the resource leader. Store the final 
version inThe CP$S Program Information File*. Items 9-19 will be reviewed by the Ad- 
vi|^r Committed when they review the program goals selected during' Chapter 5. 



MOTE: ' Resource assessment has now been completed. Continue your efforts with needs 
assessment 'or, if that is also completed, begin selecting program goals by following 
the procedures outlined in Chapter 5. 

* The resource leader will be continuously updating items 2-23 that were completed 
initially by the task force.. In addition, he/shd also will be completing and updat- 
ing resource accounting items 34-39 an^J placing them in the CPSS Program Infor- 
mation File. • 
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CHAPTER 3 



MA30R ACTIVITIES 



• Select and orient members of 
the Needs Assessment Task 
Force 

• Prepare materials for repro- 
duction 

• Duplicate materials needed 
to administer the question- 
naires 

t Distributematerials to each 
' questionnaire team leader 

• Monitor the surveying ac- 
tivities of the four question- 
naire teams 

• Receive and record Graduate 
Questionnaires 

• Prepare to monitor tabulation 
Activities 



, Assessing Needs: Surveying 



Resource assessment (the subject of - 
Chapter 2) and needs assessment form the 
backbone of the entire Career Planning 
Support System. Once these activities are 
conducted, the Steering Committee will be 
able to set goals for your guidance program 
that are based on the career development 
needs of students as well as on the resources 
that ttrt>«v*ultihlc in I ho school and commu- 
nity to meet those needs. Because both ^ 
needs and resource information are needed 
at the time by the Steering Committee, the 
two assessments are conducted concurrently 
as soon as possible after a school has decided 
to use CPSS. 



Needs assessment is the way a school 
determines: (1) what are the career devel- 
opment needs of its students, (2) which 
career development skills recent graduates 
believe the school provided them help in ac* 
quiring, and (3) what career development 
skills parents and faculty/staff believe should 
be emphasized by the high school. This in- 
formation is acquired by asking allstudents, 
parents, and faculty/sjaff plus a sample of 
recent graduates to complete questionnaires 
that address these issues. Once the question- 
naires have been completed, the responses on 
them will/be tabulated and displayed on 
tables that make the information more mean- 
ingful and aecessil^l^Khe Steering Commit- 
tee. Hence, needs assessment entails both 
surveying and tabulating. (Procedures for 
tabulating questionnaire responses and dis- 
• playing them in tables are in Chapter 4 of 
this handbook and in the procedural guide ' 
called Assessing Needs: Tabulation.) The 
chart on the next page should help you 
understand how the tasks of surveying and 
tabulation carr be accomplished in a few 
weeks. 



CONCURRENT ACTIVITIES 



Mopitpr resource assessment 
activities , 

Direct tabulation of question- 
naire responses 



Your School's Needs 

Needs assessment is important because it 
helps a school discover the needs of its own 
students rather than try to meet those needs 
perceived to be in some "average 7 school in the 
nation. The CPSS Student Questionnaire takes 
a broad view of career development. It empha- 
sizes acquisition of a representative set of skills 
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NEEDS ASSESSMENT 



Coordinator praparpt 
malarial* and 
orients task forcr* 



Surveying 

WtM»k 

1 



Tabfcflatron 

Week 



r ■ 



Tt*m t praperr 
rnatvf^ali 



\ 



Coordinator pftp«f*i 



All liimi administer 
quntionnj.f f 1 



Lmi week to accept 

Stud*nt QiWitionnaif rM 

Ptftnt Questionnaire 
follow up made 

Faculty/Staff follow 
up mad* 



Graduate follow up 
mada 

Lmi week to accept 
Patent & Faculty 
Stefi Questionnaire 



Coordinator orients 
tabulation supervisors 

Tabulation of St ode* * 
Qvi«itionnaif p b*9»ni th« 
day after administration 

Task force cannot mux 
beyond P'oc Sec A 



Tabulation of Faculty Staff 
Parent & Gradual* 
Que* t ion naif ei b«^m 

Talk force caf*not mo*t 
beyond Pfoc Sec 0 



Task force can now from 
P«oc Sac A to other 
sections f of tabulation 
of Student Outtlionnaifti 



1 



Last week tn accept 

Graduate Questionnaire 



J 



* 6 



Task force c»n move 
b*vond Pfoc Sac f) 
fof tabulation of 
Parent & Faculty Staff 
Questionnaires 



T,tKulafion commun 



Talk fo'rr ran mo«f 
q beyond Pro* Sec O 

J f fnr tabulation of 

Graduate Questionnaire* 



/ 



- * ' ' / 

Chart showing .an efficient integration of surveying <inri tabulation clunnq the same time.iperiod 

(Odshf?d linos indicate points at which completed questionnaires. can hi' passed tothose'domg 
tabulation ) ' • / 
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needed to explore and attain education, train- 
ing, and employment compatible with an indi- 
vidual's interests, abilities, and values. Because 
of its diverse view of careeYs, the questionnaire 
is applicable to all students- those who plan to 
work immeyiately after high school, the college- 
bound, and those who have not yet decided 
what to 1 do after high school. 

By assessing the needs of it^own students; 
your school will be identifying areas of career 
development assistance that your current pro- 
gram is addressing adequately as well as those 
areas that need more attention. For example, * 
perhaps the assessment will show that only a 
few students have made plans fr»r a career and 
that most are not prepared to make such plans. 
Deficiencies like these may exist in your scho#I 4 
If they do, the needs assessment will show you 
not only ttou they exist but also how many 
students thfty involve and in which grade levels 
thev are cortre titrated. On tHe other hand, the 
assessment also will help you identity strengths 
in your current career guidance program so that 
CTSS can incorpor^Bt them into your new pro- 
gram. 



staff members and a sufficient number of stu- 
dents to help them. Divided into four teams 
(one for each of the questionnaires 4 ), the com- 
position of the task force can be portrayed 
graphically as the chart below. 

The task force will administer (or over* 
see the administration of) questionnaires to 
students, parents, graduates, and faculty /staff. 
As a group, you and the task force will be re- 
sponsible for all the tasks associated with 
these questionnaires, such as selecting the 
sample of graduates to be surveyed, stuffing 
envelopes, keeping records, delivering ques- 
tionnaires to the teachers who will administer 
the Student Questionnaire, etc. Your respon- 
sibilities during surveying are detailed in the 
procedural section of this chapter. The ac- 
companying procedural guide entitled /tssess- 
ing Needs Surveying is directed to the four 
team leaders, on the task force v and provides 
theln step-by-step instructions for carrying 
out the surveying activities. 



Before You Begin . , 



Task Force Responsibilities 



Surveying, the first step in needs assess- 
ment^ is carried out by the Needs Assessment 
Task Force, under your direction The task 
force should bfy composed of four faculty' 



Before beginning the procedures for sur- 
veying, there are some options that you and the 
Steering Committee may want to consider. The 
tirst involves changing the questionnaires. It is 
recommended that you not abandon entirely 
the CPSS questionnaires in order now to de- 
velop your own The CPSS field test schools 



CPSS CoordiPlor 



Student Question- 
naire Team 

1 One faculty /staff 
member as team 
leader " 

2 Two students per 
grade level to be 
surveyed 



Graduate Question- 
naire Team 

1 One faculty/^taff 
member as team 
leader * 

2 Four students 



Parent Questionnaire 
Team 

1 One faculty /staff * 
member as team 

'leader 

2 Two students 



Faculty/Staff Ques- 
tionnaire Team 

1 One faculty /staff 
member as team 
leader 

2 'ftwo students 
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that chose todo so found that it tool: tnem 
nearly 6ne whole school vea^r to develop ade\ 
quate questionnaires and procedures to tubu. ^ 
late them. However, if you alreach have 
developed questionnaires and tabulation 
procedures that you feel arc of more value to 
„ your school than those providea in CPSS, led 
free to use them You also ma\ add oi_elima!e 
some questions on fhe CPSS questionnaires 

'Should you choose either to use vour own 
questionnaires or to alter the CPSS qui«fhpn- 
naires, it is of paramount importance that you 
do 5o only after making sure that the results 
generated by the questionnaires are compatible 
with the procedures designed to uttfi/i ihe re- 
sults of the GPSS-questionnaires d> ihe\ are now 
written' For instance, if you rt dd am Kerns to 
the CPSS Student Qu^stionnaire'that an? trans- 
latable to goals, ma^e sure that t he v 1 1 > i , o v\ 1 1 ]i_ 
same format C'Have you learned "i a^ items 
1-20 on the CPSS Student Qu< ^uonnairt \ ou 
also will have to alter the tabulation pro* pciures 
and materials provided in CPSS to accommodate 
your changes. For these reasons, it is suggested 
in CPSS to accommodate your changes For ^ 
•these reasons, it is strggested that vou alter or 
abandon the CPSS questionnaires onlv «iJter 
careful consideration or (he system as a whole 



The same cautions can be made ab'Hit 
changing the surveying procedures, although 
they have less impact on the system <is *h<>ie 
and can, therefore, be safely altered moreVasify 
For instance, schools with 1 ver\ large student 
bodies may choose to administer the Student 
Questionnaire to only a random sample of th°ir 
students ratber than to the entire student bodv 
The CPSS procedures are written tor surviving 
all students in a school because that is- the 
.most reliable and accurate tyay to find out 
the needs of all students. But schools that 
have the expertise required to scientitic<dft 
sample the needs of their student bodies 
should be able to generate results that are 
just as valid as thegfc generated b> surveying 
all students in their schools. The option of 
sampling students can be easilv accommo- 
dated by the CPSS procedures However. * 
you may want to give some thought to 



which method (sampling or administering- 
to all students) v/jl\ be more disruptive to 
. the classroom routine before you decide 
which method to use. 



Computer Option 



Another option you may want to 
c hoose is that of involving a computer in ' 
the tabulation of questionnaire responses. 
A computer can perform the transferring 
and computation tasks of tabulation in a 
matter of seconds, relieving the task force 
of a lot of careful, detailed work" How- 
ever, preparing for computer analysis jfby 
Wrifini*a program and keypunching, for 
instance) can be time-consuming. CPSS ' 
does rxA include a computer program. In 
order for your school to tabulate by com- 
filter, a program that simply computes 
,lyequenciesand percentages would have ^ 
to be written or obtained. 

Three factors should betaken into 
account when you consider whether to 
use a computer. They are: (1) travail- 
ahihtv of computer equipment and people 
to tabulate manually, and (3) the amount 
ot questionnaire data to be collected. If 
very little data are to be collected, there- 
would be little need to use a computer be- 
• cause manual tabulation would not be so 
time-consuming. -On the other hand, it 
may be wise to use a computer even if you- 
have plenty of people available to tabulate 
if you would rather save faculty/s\taff and 
student involvement for later, less mechanical 
activities in CPSS, such as planning career de- 
velopment units. 

If you are seriously considering using a 
computer to tabulate, you should as soon as 
possible have the person in charge of com- 
puter operations read the procedural guide 
Assessing Needs* Tabulation, which gives in- 
structions for tabulating manually Obtain 
his;her recommendations as to whether you 
should tabulate by computer. There are three 
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options for preparing responses for the com- 
puter that vou and the person in charge of 
computer operations should consider. The 
first is to have the respondents write directly 
on the questionnaires (as they would if maiiuai 
tabulation procedures are to be used) and have 
the responses manually transferred to the CPSS 
code sheets provided in the envelope labeled^ 
"Camera-Ready-Masters for Tabulation'' from 
which they willi>e keypunched. The second 
option would be to have the respondents write 
directly on the questionnaires and then have * 
their responses keypunched directly from the 
questionnaires. A third option would be to 
have.the respondents write on separate answer 
sheets that can be optically scanned and pro- 
cessed. The person in charge of computer 
operations should be able to guide you in the 
decision about whether to use a computer for " 
tabulation and how the responses should be 
prepared for the computer. 

A decision to use or not to use a com- 
puter should delay administration of the ques- 
tionnaires only if using the optical scan tech- 
nique is feasible in your school. Otherwise, 
administration of questionnaires may begin 
before you have decided vf hether or not to 
use computers. Just make sure that the timing 
of your decision to use a computer will allow 
someone^nough time to write (or obtain) a 
computer program to tabulate the responses 
without delaying CPSS. * 



RESULTS 



• A set of completed Student 
Questionnaires 

• A set of completed Parent 
Questionnaires* 

• A set of completed Graduate 
Questionnaires 

• A set of completed Faculty/ 
Staff Questionnaires : 



Your procedures concerning surveying 
begin on the next page. 
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NOTE: Procedures for resource assessment (Chapter 2) should be undertaken at the same 
time' that surveying is initiated. 

* - - \ 



PROCEDURES 

Step 1 Brief the Steerjng Committee on surveying. Decide with the comnHttee (pending approval 
from the principal) wher^ Student Questionnaires should be administered and in which 
classrooms. B 

A. It is recommended that the questionnaires be administered in a classroom during an 
extended homeroom period. «(It takes 30-45 minutes to administer the questionnaire^.) 
If this is not'possible, select a course or combination of courses (such as required 
courses in English) in whicK^ll students in each grade level would have an opportunity* 
to complete the questionnaire. 

B. In deciding on a date for administration, allow time for the Student Questionnaire 
and Parent Questionnaire teams to have materials ready for delivery to teachers,who* 
will administer the Student Questionnaire, allow time for a, preparatory meeting of 
those teachers; take care t6 avoid days on which th^re might be a high percentage of 
students absent (e.g.; Mondays, FViriays, just before or after holidays, etc.). ' If school 
or district policy requires parental permission to administer questionnaires, allow 

* enough time to distribute the permission letters and slips and to have them returned 
to the school. {This is the last mention of permiss'ionjetters and slips, so if school 
policy requires them, begin their distribution now so that it will not delay surveying. 
Do not forget to.accommodate tjiis requirement into the administration of the Stu- 
dent Questionnaire so that only students whose parents have given permission will 
receive questionnaires.) ^ * 

S{ep 2 You may want to meet with the principal for approval of the method and date of admin- 
istering the Student Questionnaire. 
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Step 3 Make a lisjb of the names of the, teachers in wh6se classes the Student Questionnaires are 
to be administered and the number of studenb in each teacher's class. Two copies of this 
list should be made, one for the Student Questionnaire Te^m leader and one for the Parent 
Questionnaire Team leader. 

Step 4 With the Steering Committee, select team leaders for the Needs Assessment Task Force— 
ohe faculty/staff member to direct students doing the tasks associated with each of the 
four questionnaires. ^ " 

\ 

A. Instruct those who agree to serve to select ar\d a§K^utfents to help them. The leader 
of the Student Questionnaire Team should select two students per grade level to be 
surveyed; the leader of the Graduate Questionnaire Team should select,four students; 
leaders of the other two teams should select two students each. 

B. Obtain the names of the students selected by each faculty/staff member. 
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Step 5 Prepare surveying matelrfels for reproduction. (One* master copy of each pieCe to berepro- 
duced is provided in the envelopfe labeled "Camera-Ready Masters for Surveying." These 
masters can be used to make platpjfor offset printing or to duplicate copies on a Xerox or 
other copying machine.) Make the flowing additions to the masters before duplicate 

A. Student Questionnaire (Fork N5. 1) . Type your school's hame and address at the 
top of the first page of the Student Questionnaire. . * 

> ( 1 ^ 

B. * Administration directions: qtQdent and Parent Questionnaires (Form No. 1A) . Type 

the administration date of thb Student Questionnaire, the time of administration, arid 
the name of the schQol in the* appropriate spaces of the directions. 

C Parent Questionnaire (Form No. 2) . Type your school's name and address at the top 
of the master. i 

D. Parent Questionnaire, cover letter (Form No. 2A) . • . * 

The form letter may be prepared for reproduction in three different ways. Dis- 
cuss with whomever will accomplish the printing which of the following is the 
b^st approach. 

a. Type the school's name and address et thdtop of the master cppy, OR . 

b. Retype the cover letter on a copy of yoJ: School's letterhead,, which will 
then become the master copy, OR fa/ ^ 

i 

c. Do not type anything if the text of tHe form letter is to be printed directly 
onto the school's letterhead. | * v 

Acquire the principal's signature in black ink in the signature block of the master 
copy before duplication . 
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NOTE: The Parent Questionnaire cover letter (Form No. 2A) assumes that your school wjll 
be sending information about the Career Planning Support System with the letter 
(either the suggested brochure [Form No. 2B] or material that your school has pre- 
pared). If your school is not sending information with the letter, delete the first 
sentence of the secoSti paragraph of the letter. 



E - Parent brochure (Form No, 2B). It is suggested that a cojjy jof the Career Planning * 
Support Sysfem brochure, be provided to each family receiving a Parent Questionnaire. 
(However, it may be omitted if it is deemed unnecessary.) If the brochure is used, • 
type the schopl's'name on the master. The name should be located-on what will ap- 
pear as the front page of the brochure. 

F- Graduate Questionnaire (Form No. 3). Type your school's name at the top of the 
master. 
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G. Graduate cover letter (Form No, 3A) and Graduate follow-up letter (Form No. 3B), 

1. Each of the letters may be prepared for reproduction in three different ways. 
Discuss with whomever will accomplish the printing which of the following is 

- : the best approach: ^ 

a. Type the school's name and address at the top of the master copy pro- 
vided in the envelope, OR t 

b. Retype e<Ich of the cover letters on your school's letterhead, which will 
tfren become the ma'ster copies, PR 

c. Do not^type anything if the texts of the form letters are to be ppinted 
directly onto the school's letterhead. 

2. Acquire the principal's signature iri black ii>k in the signature block^ the 
master copy of Forms 3A and 3B before .duplication. 

H. Faculty/St»ff Questionnaire (Form No. 4). Type your school's name and address 
at the top of the master. 

I. Faculty /Staff Questionnaire cover letter (Pbrm No. 4A) . 

1. Type your school's name at the top of the master. 

2. * Acquire the principal's signature in black ink in the signature block. 
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3. In the space provided in the second paragraph of the letter, indicate your name^, 
and the location of a container into which they^hould put their completed 
questionnaires. (That container will be monitored by & member of the Faculty/ 
Staff Questionnaire Team. * u / . • 

Envelopes. Business-size envelopes th&t have CP3S on them are needed for the Parent 
Questionnaire. Business-size enveiopes with the schoof as the return addressee and 
letter-size snfelopes with the school as both the addressee and return addressee are 
needed for the Graduate Questionnaire. 'If your school has the capability of printing 
envelopes, ask the person in charge how he/she would like masters prepared. Other- 
wise, members of the Parent and Graduate Questionnaire Teams will have to addres6 
or stamp the envelopes by hand. - / 



NOTE: You may want tojecruit the help of the student members of the Needs Assessment 
Task Force, the school's clerical staff, or any other people willing to contribute to 
any of the tasks/such as collating, stapling, etc., related to the next step. 



ERLC 



16, 



22 



1 



1 



Step 6 



Duplicate surveying materials, determining the number of each piece of material to-be 
duplicated by using the chart on,the next page. 



A. 



B. 



It is strongly.tecoromended that ttftfce materials requiring moile 
be reproduced on an offset press. Not only is this method 
the quality of the copies will enhance your ability to collect 
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than fifteen copies 
cheaper than others, but 
:cura£e information. 



It is suggested that the materials to be mailed be printed on li{ ht-weight paper to 
reduce the cost of postage. 



. Step 7. 



Weigh one Graduate Questionnaire, cover'letter-, business-size envebpe, and smaller return 
envelope to determine the amount of postage that must be placed on each envelope that' 
will be sent to tjje graduates during the first and follow-up mailings . Also, weigh one 
Graduate Questionnaire and one return 'envelope to obtain the retirn postage rate. Record 
this information for future use by the Graduate Questionnaire'Tean. 



Step 8 



* * 



Call the first meeting of the Needs Assessment Task Force to orient 
faculty/staff and the students they have chosen) to the work to be 
view and discuss with your task force AV-1 and/or A\HSk 



Viewing AV-1 is necessary only if task force members need and/or want a review of 
the general purposes of CPSS. 



B. 



AV-2 will provide information similar to that in the Introduc 
is important'that you and the task force view and discuss thi 
tion and that you share with them the othef information tha 
of this chapter. 



the members (both 
done. At this meeting, 
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ion of this chapter. Ity* 
audiovisual presenta-^^ 
is in the Introductii 
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MATERIALS NEEDED FOR SURVEYING 



Survey Team 


Form Number 


Description 


Ni*nb$r of Copies Needed 


Student 


1 


Student Questionnaire 


Number-of students in schopl plus 10*%> - 




1A 


Administration directions: Student and Paftmt Question- 

n q ] for _ 


Number of survey administrators plus 10% 


• 


2 


Parent Qupstinnnairp 


Number of students in school plus 10% 


Parent 


9A 


Parent Questionnaire cover letter * 


Number of students in sohodl plus 10% 




OR** 


rarent orocnure , 


Number of students in school plus 10% 






Business-size envelopes (CPSS printed or stamped on each) 


Number of students in school plus 10% 


• 


3 


Graduate Questionnaire 

• ■ 


180* 






Graduate Questionnaire cover letter ' / 


110*. 


, Graduate 




: — : : i 

Graduate follow-up letter 


80* 


3C 


7 1 1 

Graduate Questionnaire roster 


15* ' 






Business-size and letter-size envelopes (school as return' 
addressee on^business-size; school as both addressee aril 
return addressee on letter-size) - *_ 


180 of each type* 


Faculty/ 


4 


Faculty /Staff Questionnaire 


Number o.f faculty /staff plus l6% 


Staff 


4 A ^ 


Faculty /Staff Questionnaire cover letter )y > 


~~» *~ 

^Number of faculty/staff plus 10% 



<* oS^'ifJT * baSed °" y ° Ur SCh00 ' SUrVey . ing - 100 tnintm. If Jeg than 100 graduated A year, adjust the figure accordingly. 
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Step 9 * At the meeting, distribute the duplicated rrfaterials for surveying as follows: 

A. To the Student Questionnaire Team leader: 

1. Assessing Needs; Surveying procedural guids (one copy) 

4 

2. Student Questionnaire, Form No. 1 * 
# 

- 3. List of Student Questionnaire administrators that includes the'mimber of stu-. 
dents in each administrator's class 

4. Administration directions: Student and Parent Questionnaires, Form No. 1A 

B. To the Parent Questionnaire Team leader: 
1. 

2. Parent Questionnaire, Form No. 2 . 

3. Parent Questionnaire cover letter, Form No. 2A 
^ 4. ^Parent brochure, Form No. 2C-rf your school plans to use one 

5. Business-size envelopes * 

'\ / 

x 6. List of Student Questionnaire administrators that includes the numJb^GT stu 

\ * dents in each administrator's class * * : 



i 1 Assessing Needs: .Surveying procedural guide*(one copy) 



To the Graduate Questionnaire Team leader: 

1. Assessing Needs: Surveying pro^j^fguide (one copy) 

2. Graduate Questionnaire, Fjpffa No. 3 

3. Graduate Questionj»rir#cover letter, Form No. 3 A 

4. ^raduate^Qi^lRionnaire follow-up letter, Form No; 3B 

5. Graduate Questionnaire roster, Form Nd. 3C 



6. Business-size ewelopes 

7. Letter-size envelopes 

8. Adequate postage for both sets of envelopes 
D. To the Farculty/Staff Questionnaire Team leader: 

|| h 1. Assessing/Needs: Surveying procedural guide (one copy) 

2. Faculty /Staff Questionnaire, Form No. 4 

3. Faculty/Staff Questionnaire, Form No. 4A 



r 
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10 At the meeting, instruct each survey. team leacfer to follow the directions outlined for their 
team in the Needs Assessment: Surveying pro<fedi|ral guide, beginning with the Introduc- 
tion. Tell them that you will resolve any questions that arise that are not answered in tbe 
plpcedural guide. * # 

*> • * * 

11 Monitor the activities of the four separate teams as they concurrently perform their tasks 
outlined in italics below. It may help yea^to review, the chart of surveying and tabulation 
tasks in Jbe Introduction of. tlys chapiter. / « * . 

Student Questionnaire Tfflm — Members of the Student Questionnaire Team will be distri- 
. ibuting Student Questionnaires and administration directions to the teachers who will 
be administering the Strident Questionnaire and will be explaining to the teachers the 
administrationfrrocedures. The team will also collec£Jhe questionnaires from the 
1 teacheis after students have filled them out and wtflstor^them in a safe place. The < 
team leader will return all materials to you once the team has completed its surveying, 
activities'. The detailed procedures for these tasks are Outlined in Procedural Section 
, * , A (Student Questionnaire Team Procedures) of the Assessing Needs: Surveying pro- 
^ cedural guide ffteps I - 10. * 

' Parent Questionnaire TeSm — Members of the Parent Questionnaire Team will be prepar- 
ing envelope^ f Parent Questionnaire materials to give to the Student Questionnaire 
Team. This is qjx important function since the Student Questionnaire Team cannot 
" administer its Questionnaires until it has received? these Parent Questionnaire packets. 
The Parent Questionnaire Team will distribute Parent Questionnaires to anyone who 
lost theirs or did not receWe one. Th$ team will also be* responsible for collecting all 
Parent Questionnaires, w/iich are to be returnedtfy^tudents to the teachers who ad- 
qiinistered the Student Questionnaires. ^The t^am leader will return all materials to 
you-once the team ti&s completed its surveying activities. The detailed procedures by 
these tasks are outlined in Procedural Section B (Parent Questionnaire Team Proce- 
dures) of th# Assessing Needs: Surveying procedural guide Steps 1-7. 



Graduate Questionnaire Team — Members of the Graduate Questionnaire Team will be 
selecting a representative samgle of graduates, retarding {heir names and addresses 
on a roster, and mailing$ach graduate a set of Graduate Questionnaire materials. 
The team is also responsible, for assuring that each graduate receives a numbered 
» * questionnaire that corresponds to the identification number Assigned to the graduate 
* on the roster. After Ahe' r questioi\naires have beenmtailed, the team*leader will give 
the roster to you. The defiled procedures for these tasks are outlined in Procedural 
Section D (Graduate Questionnaire Team Procedures) of the Assessing Needs: Sur - 
veying procedural guide Steps 1-7. ' 

Faculty/Staff Questionnajr^Team — Members of the Faculty /Staff Questionnaire Team 
^Jwitl be distributing Faculty /Staff Questionnaires to^each faculty and staff member 
r ^ of the school, setting up a collection point foY all Completed questionnaires, find 
storing the completed surveys in a? secure place. The team leader will return all ma- ■ 
terials to you once the team has completed its surveying ac&flties. The detailed pro- 
cedures for these tasks are outlined in Procedural Section E^f acuity /Staff Question- 
naire Team Procedures) of the Assessing Needs} Surveying procedural guide Steps 
• 1 - 9. ' 
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Step 12 * Receive the survey rosters from tlie Graduate Questionnaire Ueam'leader after the team 1 
' has completed thejirst mailiifg of the questionnaire. 

Step 13 Monitor the return of the Graduate Questionnaire^ two weeks after they were mailed. 

A. As each numbered Graduate Questionnaire is received at the school, plate an "X" in 
the "Questionnaire Received" column next to the name and address of the perscyi 
having the same number on the raster. (The person who normally receives the school 
mail should be instructed to give all CPSS mail to you,)* ^ 

* 

B. . After each completed questionnaire is accounted for on the survey roster, secure the 

completed questionnaires in a safe container and allow only the individuals involved 
in tabulating questionnaire responses to have access to them.- A label similar to the 
one depicted below shpuld be attached to the container. You will fill in the blank 
spaces d uf in g Step 17. * 

C. Be sure also to keep the rosters, too, irt a secure place, separate from the question- 
naires. 



CAREER PLANNING SUPPORT SYSTEM 
. ' GRADUATE QUESTIONNAIRES 



' CONFIDENTIAL 

i 

& l 

(No. of completed questionnaires) 

/ . 

(Date) 



Step 14' Two weeks after the Graduate Questionnaire^ were mailed, return the roster to the Grad- 
uate Questionnaire Team leader so that the team can begin sending follow-up letters. You . 
nqjonger need to check the roster as questionnaires are returned, but continue to'receive ' 
completed questionnajj-es, placirfg them in the labeled container for safe-keeping. 

Step 15 Monitor the follow-up procedures of the.^raduate QuestionnaiteTeam outlined in italics 
below. . - 

Members of the Graduate Questionnaire Team will be mailing sets of follow-ufmaterials 
. « tQ send to those perions who have notaturned their questionnaires. The detailed • 

procedures are outlined in ProceduralfSectkm D (Graduate Questionnaire Team Pro- 
cedures) of the Assessing Needs: Surieying brocedural guide Step 9 and 10. 



Step 16 Receive the Graduate Questionnaire roster from the Graduate Questionnaire Team leader 
after the follow-Up questionnaire mailings have been made. . * . 

A. Collect any excess materials^rom the Graduate Questionnaire Team leader. 

B. Assume that you have receivecf all the questionnaires you are going to get two weeks 
after the follow-up mailing. After that, do not add any that you repeive to the con- 

, tainer of questionnaires. ^ 
* 

C. Fill in the appropriate information on the questionnaire container label and store 
* ' the container in a safe place. 

% . : ^ 

NOTE: You have now completed your responsibilities for surveying and, it is hoped, 
are well into those procedures for tabulation that appear in Chapter 4. 




CHAPTER 4 



MAJOR ACTrVITIES 

• Organize the task force 

• Orient supervisors 

• Prepare the tables 

r 

• Supervise the task force 



Assessing Needs: Tabulation 



Collecting information from students, 
graduates, faculty /staff, and parents is only 
the first hall of needs assessment. What re- 
.mains lo be done is tabulation of the ques- 
tionnaire responses: putting the information 
on the -questionnaires into a more usable form. 



Tafhilation involves counting the ques- 
tionnaire responses, computing percentages,* 
and displaying those percentages on tables, 
as.well as recording the fill-in statements and 
comments written on the questionnaires.* 
The procedures to accomplish this are very 
detailed to be sure, but each of them takes 
your school one step closer to* being aBle to 

use the information you've coHected. 

♦ 

Because the decisions macje latet in 
CPSS concerning the goals to be set for yqur 
career guidance program can be only as gook 
as the information upon which they are based^ 
the importance of tabulating questionnaire 
response^ cannot be overemphasized. Pre- ' 
senting the; information on tables will facili- 
tate its use in determining what those goals ^ 
should be. * 

Tabulation should begin within orje t 
we^k afterthe administration of StuclentJ 
Questionnaires— even thpugh all Parent and 



Graduate Questionnaires may not yet have 
been ^turned to the school. You, the 4 CPSS 
coordinator, should set j the pace for tabulation 
since you will iave the best idea of how soon , 
the Sfeering Committee will need the results 
o£ tabulation in order to. interpret them/it 
^suggested that you aim to have tabulation 
completed in six weeks. The chart on the 
next page should help you understand how 
the tasks of surveying and tabulation can be 
accomplished in a few weeks. 



CONCURRENT ACTIVITIES 



• Monitor resource assessment 
activities 

• Direct surveying activities 



Deciding Who Will Do The Work ' 



As with other parts of CPSS, others will 
do most of the work involved in tabulation; 
howevtt, you ultimately will be responsible 
for making sure that it gets done. It is recom* 
mended that current members of jhe Needs 
Assessment Task Force do the work of tabu- 
lation, and the procedures in this chapter and 
in the procedural guide entitled Assessing 
Needs: Tabulation are written that way. How- 
ever, there are other options you may want to 
consider. IfWmbers of the task force are 
tired after having administerj&d questionnaires, 
perhaps you'll want to choose new friembers 
.for the Needs Assessment Task Force. You 
also may choose to have the questionnaires 
tabulated by members of a math or other ap- 
propriate class. Or perhaps you'll want to have 
tabulation performed by other individuals who 
*have common blocks of time free to devote to 
the task. The procedures in this chapter and* 
.the accompanying procedural guide of the 
same title can'be easily adapted to accommo- 
date any of these options. 



I^EEDS ASSESSMENT 
Surveying . 



Week 



" V- 



Coordinator p/rcwrtj 
*mjt*n*4» and 
onaeti iMk force 



Tumi prepare 
mater i ell 



AM teemt edmtntiter 
quetttonnetrei 



L«t week to accent 

Studant Quattionneirti 

Parent Quettionnatr* 
follow up mad* 

Fecul?y /Staff follow* 



Gradual* follow up 
mada 

Latt «mk to accept 
Parent ft Faculty/ 
Stiff Ouattionnairti 



Tabulation 

Week 



Latt weak to accept 

Graduat* Quntionrvjurti 




Coordinator prepare* 
mattMali 



Coordinator or it nti 
tabulitton luparvrtori 

Tabulation of Studant 
Queitionneir* bepm th« 
day *fi*t adminiftrition 

Tacji -force cannot moee 
beyond Woe Sac. A 

Tabulitton of F acuity t&lti%\ 
! Par ant, ft Graduat* 

^djwiionnairai b*Vn* 
TjiaAcc cannot mora 

btyonfepna^Sac 0 



Task fore* can mo** from 
Proc Sac A to othar 
taction* for tabulation 
of Studant Queit»OfWvair*i 



Task fore* can mow 
bayond Proc Sac D 
(•Mafeulition of 

' Parant ft Faculty/Staff 
Oueitionnetrti 



Tabulitton continual 



Talk fftpce^cea m*jv« 
bayond Proe"SeoL,D 
for tabulation of ' 
Graduat* Qu*itu>nna>r*^i' 



Chart showing an efficient integration of surveying and tabulation during the same time period. 
(Dashed lines ina^cate points at which completed questionnaires can be passed to those doirjfj 
tabulation.) 
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The procedures are written for manual 
tabulation only. Those of you who have 
elected to use computers during the tabula- 
tion must depend on the advice and direction 
of those data processing experts doing the job 
as outlined on page 12 of-Chapter 3 of this 
handbook. Make sure to ask them whether 
the computers will perform all tasks or 
' whether the task force will need to do some 
activities manually (such as transferring re- 
sponses to code sheets and filling out tables). *• 

Organizing The Workers- % 

Unlike the recommended organization 
used during surveying, task force members 
will not form teams! each of which is devoted 
; td working with only gne kind of question- 
naire (Student, Graduate, Faculty/Staff, or 
Parent). Instead, all members of the task 
force will begin tabulationlby working with 
Student and Faculty Staff Questionnaires 
and thereafter each may work With any and 
all kinds of questionnaires as 'the need arises 
and af tjie discretion of you and the faculty^ 
-staff members of the task force. (There is 
one exception- individuals who were on the 
Graduate Questionnaire Team during survey- 
ing should not tabulate Graduate Question- 
naire^ because the identification numbers 
used on the Qraduate Questionnaires make 
"possible a violatioh of confidentiality.)^* 

For the first tabulation task (transfer- 
ring dattf from the questionnaires to code 
sheets, sections A, B, C, and D of the' pro- 
cedural guide), it is recommended that each 
faculty /staff member of the t&sk force super- 
vise two pairs of student members who will 
do the actual tabulation work. (If you did 
"not survey the ninth grade, one of these 
faculty/staff members will superviseonly two 
students.) Kach pair of students plus their 
supervising faculty/staff member should work 
together throughout this task, with the faculty/ 
staff member explaining and checking the stu-' 
dents' work and answering questions. Each 
faculty/staff member (called tabulation super- 
visors in the proceduresj^hould work closely 



v 




1 

with the students at the beginning of tTteiask 
to make sure that they understand the proce- 
dures. Once thkfirst tabulation task (Proce- 
dural Section^, B, C, and D in the procedures) 
is completed; it is no longer necessary for stu- 
dents to work in pairs and you probably will 
want to organize the task force differently * 
at thai point, especially since there will be 
progressively fewer work sheets>to deal with. 

RESULTS 



• Tables displaying questionnaire 
data about: 

Students' need for each 
career development skill 
' area-Table 40 ' 

Relative importance of 
each Career development 

'"'skill area as indicated by 

. parents, faculty/staff, 
and graduates— Table 40 

Students' need for each 
career development skill- 
Tables 4145 - - 

Students' future plans and 
graduates' current activities— 
Table'46* 

Students' choice of first , 
full-time job-Table 47 

General neeti for career 
development assistance— 
t Table 48 ' 

Inadequacy of career de- 
velopment assistance as 
indicated by graduates- 
Table 49 

^_ . J 

Your procedures for tabulation begin on 
the next page. 
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PROCEDURES 

Step 1 Read at least the Introduction and "the Table of Contents of the procedural guide 4ssess- 
* ing Needs: Tabulation in order to get a "feel" for the tasks involved. Of course, you may. 

read more if you like, although it probably will not be necessary (or possible, from one 1 
reading) for you to know the procedures in detail. As a further aid in understanding tabu- 
lation, you may want t9 review tabulation forms after you complete Step 3 below. 

Step 2 Decide by yourself or with the Steering Committee, which individuals will tabulate^ata. . 
Among your options in deciding wTio should tabulate data are: 

A. The Needs Assessment Task Force (same composition as for surveying)— the recom- 
mended choice, and the procedures for tabulation are written to reflect this. .i 

B. The Needs Assessment Task Force (new members)— perhaps the option you should 
choose if the task force members who surveyed are anxious to relinquish their re- 
sponsibilities. * 

C. A math or other appropriate class— the procedures can be easily adapted to fit tips 
option. • 



Step 3 



Step 4 



Step 5 

0 



D. Other individuals who^have common blocks of time in which to tabulate data— the 
* procedures can be adapted to fit this option, too. An even number of people should 
be used for at least the first task of tabulating each questionnaire sothat they can 
work in pairs. - * 

Repfoduce copies of materials needed for tabulation, using the chart on the next page. 
(Masters are in the envelope labeled "Camera-Ready Masters for Tabulation.") It is sug- - 
gested that you duplicate on colored paper those 'materials that have an asterisk beside^ 
them to facilitate the work of those doing tabulation. 

Give a copy of the procedural guide Assessing Needs: Tabulation to each of the people 
^ho will be acting as tabulation supervisors and schedule a meeting with them. (If you 
afrHraying the.Needs t Assessment Task Force tabulate, as recommended, those individuals 
should be the faculty/staff members of the task force.) Ask them to have read the intro- 
duction in the procedural guide in preparation for the meeting you will have with them. 

Arrange for a room inJfrhich individuals can do tabulation. It is strongly suggested that 
all manual tabulation be done in this room so that materials will not be lost and so that f 
confidentiality can be maintained. 
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Materials Needed for Tabulation 



Form 
Number 


Description 


Number ofCopies Needed 


5 


Student Code Shppt 


= ^— ■ '- 

Number of Student 'Questionnaires administered 
divided by 25 * 


5A, 5B, 
5G, 5D 


♦Samnlp StuHpnt PoHp 
Sheets, grades 9-12 


One copy of each for each pair of students trans- 
ferring responses 


. 6 


Crftdnatp Cnds* Qhoot 1 


Number of Graduate Questionnaires administered 
divided by 25 


7 

* 

f 


Graduafp PoHp Qhppt 9 

* Vr 


Number of Graduate Questionnaires administered 
divided by 125 


6A.7A 


♦Example Graduate 
Code Sheets J & 2 


One copy of each for each £air of students trans- 
ferring responses *\ 


8 


Facultv/Staf f Code 
Sheet 

f 


: : i 

Number of Faculty/Staff Questionnaires ad- 
ministered divided by 50 


8A 


* 

♦Example Faculty/ 
Staff Code Sheet 


. Oije copy of each gair of students transferring 
responses 


9 

e 


Parent Code Sheet 


Number of Parent Questionnaires administered 
divided by 50 


9A 


♦Example Parent Code" 
Sheet 4 < 


One copy for each £air of students transferring 
responses 


10,11, 
' 12, 13 


Summary Sheets 1, 2, 
5,4 . 


One copy of each 


10A, 11A, 
12 A, 13A 


♦Sample Summary 
^Sheetsl,2, 3, 4 „ 


One copy of each 




Tables 40-49 


One copy^of each m ^ 


' 14,15,16, 
. 17,18 


♦Example Tables 40, 41, 
46, 48, 49 

% 7 L 


^ ; ^ 

One copy of each 



» 

*Color paper will help reduce confusion. 
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Step 6 Meet with the tabulation supervisors. % 

A. Give them a general overview of tabulation that*is as specific a&yoirand they feel it 
need$ to be at this point. Feel free to refer them to the prQcedural guide for the an- 
swers to speeif ic questions you cannoUjnswer. 

- • % B. Qiscuss with them the Way in which the individuals doing the tastes witf be organized. 
The procedures spejl out a way of organizing students by pairs while they accom- 
plish the first task, involving the first four procedural sections of the procedural 
guide. Thereafter, you should organize in what you feel is tfie most efficient manner. 
(You and the supervisors may want to delay the decision about organizing those tasks 
after the first task until they reach that point in tabulation.) 

C. Explain that it is recommended that the tabulation supervisors direct students who 
do the actual work throughout tabulation. The supervisors' responsibilities include 

^ assigning tasks, explaining procedures, checking work for accuracy, maintaining con- 

fidentiality, and making sure that the work gets done on time. Suggest the following: 

* 1. Supervisors should receive assignments from you as to which tasks those they 

supervise should be working on. / 

-I ♦ ' 

2. Supervisors should* review the procedures for each task with the students jjn- 
mediately before they are to begin the task. They should not explain proce- 
dures that will occur later than the immediate task. 

3. Supervisors should work vefy closely with their student members at the begin- 
ning of each assigned task to be certain that they understand the* procedures. 

4. Supervisors should make certain that tasks are completed in as short a time as 
possible. However, accuracy should not be sacrificed fo* speed. * 

D. Tell the supervisors which room you have arranged for them to use for tabulation 
and emphasize that no 6ne will be permitted to do tabulation tasks at home. 

^K. If possible, set up the dates and times djifing which the supervisors and the students 
* will work on tabulation. , „ ^ - 

Step 7 Record on a separate sheet of paper (for usein Steps 9 & 10) the number of each kind of ' 
questionnaire (Student, Graduate, Faculty/Staff, Parent) administered and the number of 
each kind of questionnaire "completed . Repiember to change the totals as ntore xjuestion- 
naires (especially Parent and Graduate) are returned to you. 

Step 8 When it is time to begin tabulating, divide the Student Questionnaires among faculty mem- 
bers and give them Student Code Sheets and Exaoiple Student Code Sheets. Instruct them 
to begin working with their student pairs to transfer questionnaire clata to code sheets. 
JProcedures for this ta§k are in Procedural Section A of the procedural guide Assessing Needs 
Tabulation. Caution them that they should not work beyond that section of procedures' 4 
until you have given theiti all the Student Questionnaires you expect to receive (some of { 
which may teach you as late as one week after administration). 




« — ~ ~ * 

NOTE: Once the data from the Student Questionnaires have been transferred to Student 
Code Sheets (Procedural Section A of the procedural guide), pairs may start trans- 
ferring data from the other questionnaires (Procedural Sections B, C, and D) when 
enough of them have been returned and at your discretion. You need not wait for 
all questionnaires of one kind to have been returned ip order to begin transferring 
data from them. However , make sure that those tabulating do not work further 
than the first set of procedures (transferring) for any one questionnaire until the 
deadline for accepting that questionnaire has passed. Remember, Parent (Juestian- 
- naircfe may reach you as late as two weeks after administration, Faculty/Staff Ques- 
tionnaires, two weeks, and Graduate Questionnaires, one month after administration. 



Step 9 Once the (leadline for accepting Student Questionnaires has passed, prepare Tabfes 40-49 , 
asr ^escribed below. You will be using'the records you began in St^ep 7. Remember that 
those records should contain the final totals concerning Student Questionnaires. 

A. Enter the number of students who received (were sent) questionnaires on Tables 40- 
-s, 48. The numbers gd in the columns for students across the row marked "Number of 

individuals receiving questionnaires." 

B. Enter the number of students who completed (returned) questionnaires on Tables 
40-48. The numbers go in the columns for stdfents across the row marked "Number 
of individuals completing questionnaires" on Tables 40-46, and 48, and across the 
row marked -Total number of students" on Table 47 

C. Record the percent of students who completed the questionnaire on Tables 40-46 
and 48. 

# 

1. e For each student column, divide the number who completed questionnaires by 
the number who received questionnaires. 

2. Convert the answer to a percentage. 

. 3. Record that percentage in the student columns across the row marked "Number 
of individuals completing questionnaires" on Tables 40-46, 48, and 57^ * 



D. Fill in -the space at the bottom of Tables 40-48 for the date the questionnaire data 
was collected. Using the season and the year (such'as Jail 1977) should be accurate 
enough. 

T ' 
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sy- ' 

Step 10 As the deadlines pass for accepting Faculty /Staff, Parent, and Graduate Questionnaires, 
. prepare fables 40, 46, 48, and 4.9 as described bfipw. Yqu will be using the records you 
befean in Sfep 7. Remember th'at those record&diould contain the final totals concerning 
Faculty/Staff, Parent, and Graduate Questioniwures.* 

\ ■ ' 

A. Eater the number of individuals who re ceived (wfcre sent) each kind of questionnaire^ 
in the appropriate columns across the row parked "Number of individuals receiving 
questionnaires" on Tables 40, 46, 48*and 

B. Enter the number of individuals who completed (returned) each kind of questionnaire 
in the appropriate columns across the row/marked "Number of individuals completing 
questionnaires'* on Tables 40, 46, 48, ana 49. 

C. Record the percentage who completed e^lcH kind ©f questionnaire on Table 40, 46, 
48, and 49. 

1. For each column, divide the number who completed questionnaires by the num- 
ber who received questionnaires, j 9 * 

2. Convert the answer to a percentage. i 

l 

3. Record that percentage in the appropriate columns across the rows marked 
* "Percent of individuals completing questionnaire" on Tables 40, 46, 48, and 
49. 

D. Fill in the space at the bottom of Table 49 for the date the questionnaire data was 
collected. Using the season and the/year (such as Fall 1977) should be accurate enough. 

* Step 11 Supervise tabulation in completing the fallowing tasks that remain. (Substeps F and G 

can be accomplished at any point during th$ tabulation after questionnaire responses have 
' been transferred to code sheets.) Remember to give the tables you prepared in Steps 9 
and 10 to those tabulating once they reach Substep E below. 

A. Once data from Student Questionnaires have betn transferred to code sheets, trans- 
fer data from Graduate, Fatuity /Staff, and Parent Questionnaires to code sheets 

(Procedural Sections B, C, and D). 

I * * 

' B. Add the counts on all code sheeis and record sums at bottom (Procedural Sections 
E f F, G, and H). j 

' C. Transfer the sums on code sheeis to summary sheets 14 (Procedural Sections /, J, K, 
and L). 

D. Tptal the sums on the summary sheets (Procedural Section M). 

E. / Compute percentages and rank orderings an4 trantfer them to tables (Procedural 

SectiQn N). '[ 

F. Record fill-in statements that appear on student and graduate questionnaires and com- 
plete table 47 (Procedural Section O). 

G. Record any comments that were on the questionnaires (Procedural Section O). 

\ 
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NOTE: Make certain throughout tabulation that task force members have the'stipplies neces- 
sary to complete their tasks. Among those supplies should be sufficient amounts of 
code and summary sheets, tables, example sheets and tables, and blank sheets of 
paper or adding machines or calculators. 



• i * . • * 

Step 12 Once the individuals doing tabulation have completed their tasks, file the tabulation ma- 
terials appropriately at least until the next needs assessment is completed. 

A. Completed tables should be placed in the CPSS Program Information File. 

B. Code sheets and summary sheets may be filed conveniently elsewhere. 

C. Example sheets and tables may be thrown away as long as their masters remain in the 
envejope labeled "Camera-Ready Masters for Tabulation." 

, D. Graduate, Parent, and Faculty/Staff Questionnaires should be filed conveniently 

/ 

E. Follow the procedures in Step 13 for handling Student Questionnaires. 

■ ' 

Step 13 Decide with the Steering Comjnittee whether to use for counseling purposes any question- 
naires to which students signed their names. 

A. If the questionnaires are not to be used for counseling purposes, file all questionnaires 
conveniently, according to gr^de level, until the next needs assessment has been con- 
ducted. 

4 

- B. If the questionnaires with names on them £re to be used by counselors, proceed as 
follows: 



1. 



Separate those with and without names and* file by grade level those without 
names. They should be kept on file until the next needs assessment is conducted. 

Separafte by grade level the questionnaires with names on them and put each 
grade level's questionnaires in a container labeled by grade level. " 

Transfer the containers to the counseling department and ask that they be re- 
turned to you in one year since the questionnaires will loose their counseling 
usefulness at that time. 



NOTE: Yfcu are now ready to interpret the data you just tabulated and the data from 
resource assessment. Instructions for this activity begin in Chapter 5. 
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CHAPTER 5' 
Selecting Program Goals 

MAJOft ACTIVITIES 



• Derivfc a comprehensive set 
of career development pro- 
gram goals 

• * 

• Assign priorities to career 
development areas and to 

- goals within each area 
, based on needs assessment 
data 

•^Select goals for implemen- 
tation 

• Obtain approval and com- 
ments from the principal 
and the Advisory Committee 
regarding goals and priorities ( , 
and advise about appropriate 
infusion points (optional) . 



Since you now know which career de- 
velopment skills your students need and 
f what resources are available in your school' 
and community, the next step calls for using 
that information to give your new career 
guidance program structure and direction 
by selecting program goals- for implementa- 
tion in ybur rtew program. Your selection 
will be based on needs and resource assess-' 
rrient data, as well as on some special con- 
siderations to be explained later in this 
chapter. 

Your school probably will not have 
enough resources to implement all gcQs at 
once, so the process described in this chap- 
ter will-help you select goals based on Sound 
reasons. It will enable your new program to 
address your students' most important needs 
first. 



The selection ptocess involves the fol- 
lowing activities: (1) deriving program goals, 
(2) assigning priorities to careeMbvelopment 
skill areas and to goals within each area, (3) 
selecting goals for implementation, and (4) 
reviewing program goals. Procedures for con- 
ducting these activities are contained iii this 
chapter underkppropriate headings. 



Deriving Program Goals 



The first activity involves reviewing the 
comprehensiveness of the CPSS Program Goals 
List provided in the envelope labeled' "Camera- 
Rfady Masters for Selecting Goals." This list 
contains twenty goal statements, each of 
which reflects one item on the Student Ques- 
tionnaire that is translatable to a goal. The 
list is provided in order to save the Steering 
Committee the time it takes to write goals in 
the CPSS format. However, the list may not. 
contain: (1) goals extant in your current pro- 
gram (listed on Program,Information File 
itera-l>, (2) goals required by your state or 
district (listed on item 3), (3) goals that would 
reflect items you added to, or used instead of, 
those on the CPSS Student Questionnaire, and 
(4) any other^goals considered to be important 
by the Steering Committee. For this reason, 
the committee may have to writ^ additional ^ 
goals so that the total list of gofcls will com- 
prehensively reflect the needs of the students . 
for whom they were written. The procedures •) 
in this chapter will teach the committee how 
to write goals in the CPSS format that define 
behaviors students should have in order to 
make a successful transition from school to 
work or other education. Uniformity of for- 
mat can help reduce confusion in communica- 
tion and should facilitate efficiency and effec- 
tiveness as you des^n your ftew program. - 

AssigningTribrities 



Theiiext aqtivity involved in selecting 
goals is assigning priorities to career develop- 
ment skill areas and to the goals within each 
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area. Ranking areas and goals \l necessary be- 
' cause it is extremely unlikely that vour school 
will have enough resources to implement all 
goals at once. By ranking areas and goals, you 
will be able to organize career development 
activities for goals of most importance^first /' 
and then for goals of lower priority as resources 
and time permit. 

The four questionnaires include tive ca- 
reer development skill areas. These areas are. 
(1) self-awareness, social awareness, and 're- 
lated problem-solving skills -skills students 

need to become aware of the<msetves and their 

i 

environment in order to be effective in the 
changing world of work, (2) career exploration 
skills-skills students need to find out informa- 
tion about jobs m order to relate their interests, 
abilities* and values to various jobs. (3) job ac- 
quisition and related problem-solving skills— 

. skills students need to locate, obtain, and 
adjust to a job, (4) education and training ex- 
ploration skills — skills students need tofind 
out information about various education or 
training programs that can best prepare them * 
for jobs, and (5) education arid training 
acquisition and related problem-solving 
skills -skills students need to locate, enter, . 
and adjust to an education or training pro- * 
gram. (If you added items to the CPSS ' 
Questionnaires, or used other question- 
naires, you should still 'be able tq use the 

, process described in this chapter taderive 
goals, assign priorities, and select ^bgram - 
goals, adapting where appropriate.) 

During this activity of CPSS, the 
Steering Committee will assign priotities 
to the career development skill areas, 
based on information gathered on the 
Student, Parent, Kaculty/Staff, and 1 
Graduate Questionnaires. 

„ Tables 41-45, completed by the Needs 
t Assessment Task Force, contain percen- 
tages of your students who indicated a de- 
ficiency in each of the skills described by 
items on the Student Questionnaire. In 
CPSS, those percentages are considered to 
represent the degree of student need for 
each skill. The Steering Committee also ■ 



will assign priorities to goals within each 
career development skill areas, based on 
the percentages of student need on Tables 
4145. 



Selecting Goals 



Once the Steering Committee has 
ranked goals, it will select those goals to 
♦ be implemented first in your new career 
guidance program. Much of this selection 
depends on your professional judgment. 
Although the priorities of areas and goals 
reflect quesiionnair^ata, decisions about 
which goals to actually implement first also 
should be influenced by such information as: 
(1) the developmental sequence of career de- 
velopment activities that your school thmks* 
is best, (2) grade level considerations for the 
purpose of providing assistance to-students 
at all levels, and (3) knowledge of feeder 
school career development activities that , 
could mean your activities would only dupli* 
cate efforts. 



CONCURRENT ACTIVITIES 



None 



Reviewing Goals 



The Advisory Committee (or other 
external reviewers) and the principal should 
review all the goals as written, their assigned 
priorities, the goals selected for implemen- ' 
tation, and resources to support goals se- 
lected. Because your new program begins 
to take substantial shape at the goal selection 
stage, it seems wise to get the principal's ap- 
proval of goals at this point. And, 6f course, 
the Advisory Committee may be able to pro- 
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vide valuable input into (he selection be- 
cause of their involvement in the real world 
of work. Both should provide advice" relative 
'to the target groups of students and Hifusion 
points fof selected goals. (Target groups and 
infusion points are explained in Chapter 6.) 

. ' « • ' • 4 
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RESULTS 



. • Completed CPSS Program 
Information Pile items 50 
(Program Goal),'5£ (Career 

. Devek) pmentSkillArea 
Priorities), 52 (Career Dfe- . 
velopment Matrix), and 
53 (Program Goals Selected 

* for Implementation) 1 , 

• Structure for your new pro- 
» gram as reflected by the 

goals chosen for implemen* 

tat ion 



\ Your procedures for selecting goals be- 
gin tin the next page. 

i - «* * * ■ 



PROCEDURAL SECTION A 
m Deriving Program Goals * 

Step 1 duplicate copies of the following materials for members of the Steering Committee. 

Masters for A, B, and C are in the envelope labeled "Camera-Ready Masters for Selecting 
Goals." . 



■ 

A. CPSS Program Goal List„Form*No. 19 - one copy for each member 

B. P$>gram Goals, item 50 of the CPSS Program Iifbrmatipn File - twenty-five copies , 
(more may be needed later) ># 

C: Directionsiy Writing Program Goals, Forjn No. 20 - one copy for each member 

* D. Completed items 1, 2, and 3 of the CPSSsProgram IrijformatiorrFile - one for each 
nfember v * 

E. The list of comments that appeared on the questionnaires* 

(Step 2 Distribute those duplicated materials to the committee and ask members to review them 
before the first meeting. Set the date for the first meeting. 

i * . 

$tep 3 Prior to the meeting, review the materials yourself. * ' 

A. Become familiar wififthe CPSS fqrmat for goals. The Directions for Writing Pro- 
gram Goals suggest procedures that should help the Steering Committee gain exper- 
tise in writing additional goals in the CPSS format. Decide whether it would be 

\ worthwhile to use them. * * 

■ - /> 

B. Evaluate the comprehensiveness of Jhe CPSS Program Goal List by comparing it to 
completed items 1, ^ and 3. Goals that appear on items 1, 2, and 3 but not on the 
CPSS Program Goal List will hive to be rewritten in the CPSS format and added to 
the Program 'Goal List. You also may wan£ to write other goals that do not appear 

• - on either list, perhaps those conceivably mentioned in the comments that appear on 
the questionnaires. r ' 

C. If goals are going to have ±o be written, consider how you will assign the writing task 
to the Steering Comi^ee memfllrs. This procedural section outlines the specific 
tasks to be accomplished. 





NbTE; The skills reflected by the goals on the CPSS Program Goal List are psychomotor 
/ * and cognitive capacities or competencies (skills and knowledge) necessary for tfie 
career development of students. Affective behaviors are not included on the list 
because it is assumed thafcjthose kinds of behaviors can be derived at the stage of 
writing Student behavioral directives for the gpals selected. However, if the Steer- 
■ ing Committee wants to write goals that reflect affective behaviors, it should feej 
free to do so. * 
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Conduct the first Steering Committee meeting concerning goals. In addition to your copy 
of the Materials you duplicated in Step 1, have on hand a copy of CPSS Program Information 
File items 20-33 (school and community description), Table 46 (future plans of students and 
current activities of graduates), Table 47 (occupational choice of students), and Table 48 ' - 
(general need for caTeet development skills). The Steering Committee should first briefly 
review this ^formation as background information for^the rest of the tasHs in Chapter 5. 

A. View AV-2 with the other members of the committee and brief the committee $n the " 
goal selection process. , * , 

B. Help the committee determine whether the CPSS Program Goal List is comprehensive 
enough by comparing it to items 1, 2, and 3. Decide whethe'j there are other skills that 
the committee would like to include that do not appear on the list or in the items. (Per- 
haps you*can glean, aiv interest in other goals from the comments that appeared on the 
questionnaires.) * - 

1. If the list is comprehensive enough and the committee does fSot want to add 
goals, go to Step 8 of this procedural section. 

2. If the committee decides that there is a need for writing more goals, review the 

, Directions for Wrjti^ Program Goals with the committee and continue with Step 5 

. Make the following assignments to the members, depending on the kinds of goals that need . - 
to be written . * ^ / 

A. Some members should bie in charge of writing those goals that appear in item 1 but are 
not covered by the CPSS Program Goal List. Tell them that: 

1. Before actually doing the%vrfting in the CPSS format, they should interview the 
teachers currently accomplishing the goals involved so that they can learn more * 

■ aj)but the current activities, ask the teachers to be a part of^CPSS,,and inform the 
f teachers that they will be asked to plan and implement CDUs for the activities 

they are currently involved in. 

2. They should write the goals in the C^S format. 

3. They should decide in which of the five^areer development skill areas each of 
their newly written goals belong. - 

\ * 

B. Some members should be m charge t>f writing goals that appear on items 2 and 3 but 
that are not covered by 4jhe CPSS Program Goal List. Tell tlfem Ihat: 

1. They should write the goals in the CPS$ format. 

2. Th4y should decicie in which of the five career develppment skill areas each of 
their newly written goals belong^. 



Step 5 C. Some members should be in charge of wmmg goals that appear on neither items 1 , 2 
(Cont'd) or 3 nor on th6*CPSS Program Goal Lw but JJiat the committee feels should be part 
of your new cafeer guidance program/ Tell them that; 

* / 

1. They should write the gdalsifn the CPSS format. * r 1 

y * • 

- 2. They should decide irrwhich of the five career development areas each of their 

newly written* goak belong. • « ' -( ' 

* ,<* "* 

Step 6 At the next Steering Cpmrnittee meeting, review each new goal by considering the fol- 
Jowing questions, » ■» 

„ • * * 

A. Is the goal important to career development? 

B. Does the goal have students ?s the actors? * 

C. Does the goal state a career development skill, knowledge, or attitude students 
should haye in order to make a successful transition from school tQ work or fur- 
ther education? * t + 

, D. Does the goal properly belong in the career development area to whicji the writer 
assigned it? i W - 

Step 7 Help the committee make any revisions necessitated by the review in Step 6. Add your 
new revised goals to the CPSS Program Goal List. „ 

Step 8 Partiklly fill out a copy of Program Information File item 50-for each goal on the CPSS 
Program Goal LTist. Refer to the example itenr 50 in tTte next page. 

A. Number each goal on the list con&ctitlwly/ ^ : - 

B. Write these numbers on blank copief of item 50 in the space marked "Goal No." 
Also write ipthe goal itself in the ajpgrppriate space! * - 

v C, Place a plus sign (+) next to the gogls tfcat are toot on the survey (goals written by . 
the Steering Committee). 6 * * 



! : 7, ' ^ : 

NOTE; The Steering Committer now has completed deriving program goals. The next 
activity is to assign priorities to areas and the goafc within them for the purpose 
of orderly planning and implementing career development activities. Proceed 
with the procedures thafcbegin on the next page. , ' 

— — — Ji — 
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50. Program Goal 



This hypothetical number 
was assigned in Step 8A. 



Career Development Skill Area ^ 



Goal No.. 



3 ■ 



Priority 



22SL dAsi, GUcU-iA ^OJi kjc qM^jU UUncbJk UmluioJI 



Behavioral Objectives (Attach additional pages, if necessary.) 



j 



'Rationale for Selection for Implementation: 
(Projected Date for Implementation 



Comments; 



\ 1 



9 l5 



Step 9 



PROCEDURAL SECTION B 
Aligning-Priorities 



Schedule another meeting of the Steering Committee. Duplicate the following materials 
and ask the members to review them before the meeting, (After reading this procedural 
section, you can decide how many copies of each you'll want to duplicate, depending^ 
how you want to direct the committee through the task.) -Masters B and C are in the 
envelope labeled "Camera-Ready Masters for Selecting Program Goals." 

\ A. Completed Tables 4045 # 

B. Career Development Skill Area Priorities, item 51 of the CPSS Program Informa- 
tion File 

^ - ^ C. Career Development Matrix, item 52 of the CPSS Program Information File 

Step 10 At the meeting, lead the committee in assigning priorities to career development skill 
areas. 

A. Review the Student*Questionnaire datajmmmarized on Table 40, which show the 
need for the skills in each area indicated by students regardless of grade level. 

B. Assign tentative priorities through E to the areas according to the percentage 
of student need indicate** Table 40. The area for which tte highest percentage 
of student need'is recorded on Table 40 should be assigned priority A; priority B 
should be assigned to the are with the next largest percentage of Table 40, and so 
on. 

C. Record these tentative priorities in the row of boxes across the top of a copy of 
item 51, Career Development Skill Area Priorities. 
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Step 11 Assign final priorities to each area. * 

A. Review data from the Parent, Faculty/^ff , an<T Graduate Questionnaires summa- 
rized on Table 40. 

1- Compare the tentative' priorities you assigned in Step 10 with the rank orders 
summarized on Table 40. If marked differences exists you may 'want to change 
the tentative priorities you assigned on the basis of student data. In thaf case, 
discuss possible changes as a group. In order to assure that students' assess- 
ments of their need are not disregarded, most changes should move a tentative 
priority only one position (for instance, from A to B). In extreme cases, a ten- 
tative priority can be moved two positions. However, never change a priority 
more than two positiohs. - f 

| 2. Decide as a group the final priorities for areas, 

' B. Record the f inal'priorities in.the second row of boxes on item 51 , Career Develop- 
ment Skill Area Priorities. 

; / 

C. Record the areas in order of priority on th£ list below the second row of boxes on 
item 51. Include a rationale for having assigned eacluarea its priority by complet- 
• ing the sentences started for you on item 51. (The example on the next page may 
help you.) Make sure that you explain all priority assignments that differ from 
your tentative assignments baSed on student data. 
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51. Cajeer Development Skill Area Priorities 
(Date: ) 



Tentative priority based on 

student data oh Table 40 J 



Final priority, taking ijit© account 
graduate, family, and faculty /staff 
data on Table 40 



Area 
I 


Area 
II 


Area 
411 


Are'a 

IV' 


Area 

' V 


8 




c 




D 


% Area 
I 


Area 
II 


Area 
III 


■ Area 
IV 


Area 
V 


s 




c 


0 


£ - 



priority A because; (give rationale below) 



is assigned 



/^«>w2J a^c^ tytULtUud*, jjU^Mi/ 

* B- QaXCvX- AtXl CIu.~cl*a.»±*»/ \Jt CU**aas»W P gAiJij is assigned 

' Priority B btfause: ^AkduJ. 



because- JjL^s 



led 



-jA**s y^^rJ^ AM^J&LoZi. soZu^U+Jt o^U^ ^la.sLa.+Ja 

A** ^t. » ^Atfft fJtttrir^sffa^GC*/ is assigned 
priority D because: r ^ ^ 

Ace**** elates , /lA+dt* «ukU44U^ jfy o^-a^aZ**, p c *^* J (f 



priority E because: CL*. 0L fl++44*>m.-+ 



77. 



is assigned 



ATTACH ADDITIONAL SHEETS IF NECESSARY 
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Step 12 Assign priorities to goals within each career development skill area. 



A. Separate your Program Goal forms, item 50, by area. 

B. Look at the Program Goal forms (item 50) for one area. Set aside those.forms whose 
goals have a plus sign (+) in front of their numbers. (Having been written by the 
Steering Committee, these goals are not supported by needs assessment data so they 
do not have to be rank ordered.) 

C. Arrange the other Program Goal forms for goals in that area by looking at the per- * 
centages of need listed for thenl in the "All Grades" column on Tables 41-45. These 
goal forms should thus be stacked with the form for the goal that had the highest 
percentage oh top and the form for the goal with the lowest percentage on the bot- 
tom. , ' 

D. Assign a priority number to each goal in the area by numbering.the Program Goal 
forms consecutively from the top in the space on each marked priority . " Se* the 
Example item 50 on the next page. < 

E. Repeat Substeps B-C above for the goals in the other four areas. 
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50. Program Goal 



The letter A indi- 
cates that the area 
was assigned the 
first priority. 



The number 1 indi- 
cates that the goal 
was assigned the first 
priority in its area. 




Career Development Skill Area 



Goal OA^ aXiueU^tr *attJ+ J*- clS^ 



Goal 



Behavioral Objectives (Attach additional pages, if necessary.) 



Rationale for Selection for Implementation: 
(Projected Date for Implementation 



Comments: 
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Step 13 Complete item 52, the Career Development Matrix, from which yitu will select goafs 
about which you have needs assessment data. * 

•. \ 

A. ^Record the titles of the areas in the appropriate boxes across the top of item 52; 

x Career Development matrix. (The exaniple'matrix on the nejft page may fielp you. 
- The priorities of the areas are those in the example item 51 that appeared earlier.) 

B. Then record goal numbers and accompanying percentages' (from Tables 4145) for 
- each in the appropriate cells on the matrix. For instance, place in the "A-l Goal" 

cell the number (ajid the percentage of need) of the goal within your priority A 
area that you ranked number 1. (The percentages in the exampferare from the 
example tables used during tabulation.) 



•JiOTE: The Steering Committee now has completed assigning priorities to areas and to 
goals within them in an organized way. As soon as possible, continue with the 
procedures for selecting goals for implementation in procedural Section C of this 
chapter. 



\ 
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52. Career Development Matrix ' 



\ oor ct;r L/evciop' 
ment Skill 
>v Area Prjor- 

Career ,t,es 
Develop- >v 
ment Goal 
Ranks 


Priority A Area 


Priority B Area. 


Priority C Area. 


Priority D Area: 


i q 

Priority E Area 1 






mm m ^jt i i | 














1 


A1!Goal 


B-1 Goal- ^ 


\a Goal: 


CM Goal- * , 


E-1 Goal: 


.% 






% 


% 


2 


A-2Goal 


B-2Goal. 3 


I : J 1 

C-2 Goal 


0-2 Goal. 


£ 2 Goal 




&7 % 




*- ! % 


% 


3 


A 3 Goal. ; 


B-3Goal: / 


C-3 Goal: 


D-3Goal. ' 


E-3Goal: 














A4 Goal. 


%A Goal. ' 


C*4 Goal 


D-4 Goal 


E4 Goal. 










% 


5 


A 5 Goal 


B-5 Goal £ 


C 5 Goal 


D 5 Goal 


E-5 Goal: 






% 




% 


6 


A 6 Goal 


B-6 Goal: ^ 


C-6 Goal: 


D-6 Goal 


E -6 Goal: 


V 


*— >> 


% 




% 



tr <y *P or area priorities, enter the career development skill area title ki order of priorities A through E. based on data summarized in 

^ - Table 40. for each goal rank cell, enter the goal number and percent of student needs J>ased on data summarized in Tables 41-45 
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PROCEDURAL SECTION C p • 
Selecting Goals for Implementation 1 . > 

/ 

Step 14 Schedule a meeting of the Steering Committee and give copies of the following to mem- 
bers and a£k them to Veview them before the meeting. 

^ A. CPSS Program Goal List ^ 

B. Completed Career Development Matrix, item 52 

C. Program Goals Selected for Implementation, item 53 - 

m 

Stsp 15 Review the goal selection procedures outlined in this section before the meeting. 

Step 16 Begin the meeting by explaining that CPSS strongly recdmrriends that all goals in your , 
current career guidance program be continued in your new program, regardless of neetls 
assessment data. Enter those goals on the form Prograip Goals Selected fo* Implementa- 
tion, item 53. These "goals ire thereby selected for implementation^ Continuing already 
existing goals should help secure faculty/staff support and invoFvement in CDU produc- 
tion activities. 
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Step 17 With t^e Steering Committee, select additional £oals for implementation. * " 

' „ f ^ A. Available r&tfurcfes should be considered, (see items 4-23 of the CPSS Program In- * 
^formition.File), as should the readiness of your school's faculty/staff, students, and * 
parents to implement career^evelopment activities. Unless they are completely 
r ready, it^wilhprobably be best to implement on$ a few'goals at a time to help 

guarantee success. Being able to'show succes^ is important when effecting change. 
^ The.number of new'goals selected should be based on the number of teadhers and . 

, counselors in yotfr/sCljool who have expertise in career development, .The idea is <3 
to not be overly ambitious^fthe beginning ajfcknot to exceed your resources * 

B. Select goals to be implemented ^(JJpW the matrix and the«Program Goal List. 

* • A 1- Select a goal in a^igher priority area before selecting a goal in a loJfef priority 
area. 4 
' **- . • ' ' ' * . • ' 

• 2* Within an area,.seJect a goal assigned a higher priority before a goal assigned a 
^ * - lower priority". , . \ - ' * ^ 




3. Exceptions to the "rules" in 1 and 2 above may result from your consideration 
£ $ of developmental program sequencing, grade levels you want tq reach (Tflbles 
' an( * career development programs that^exist in your feeder schools, 

* (item^tof the CPSS Program Information File). Als^graduate information 
aboutJfcch goal (Table 49) may influence yotfj decision. 

C. Review those goals in i^em*50, Program Goals, with plus signs.(+).~ These goals have- 
been added by,the SteerlhgXommittee and do not appear on the survey, or tht 
matrix. Though there is noTsurv^y data qp these goals,\some need data may have 
been collected through another source. Decide which of these goals, if any, should 
be selected nojv ftf .implementation.' 9 -« 

D. Record the goals selej^ed on- item 53, 'Program Goals Selected for Implementation. 
Write a rationale fox. selection and the projected date for implementation for each 
goal on Item 50, Program (?oals. Be,, sure to justify in your rationale any decisions 
for selecting a Jower priority goal if any goals of higher priority in the same area * 
were. not selected. I * ». 



1£* On the Career Development Matrix, place an asterisk (*) in the cell of each-goal that 
reflects la goal irryour current program and in the cell of eacA additional goal selected 
0 for implementation. - " • *« * » f- 



NOTE: \ Yo u now have finished selecting goals for initial implementation into your new pro- 
grain/ ProcOTurps for theii^review begin on the next page. / 

Later in your program, you will W the pj$?ed*res ?o Jjfct completed to select 
moft^oals for implementations time and resources permit. When you selectthose / 
s go^s^Ou, probably should, be%ore concerned about developmental sequencing than 
you'Were when you. selected the first goals. In addition, be sure to plan-sufficiently 
ahead for the new goals so that>needed resources wjll be available *and so that any 
schedu|jpg adjustmentscan be ma'de. The Career Development Matrix, Program Goal / 
forms, and the Program Goals Selected (prtfrnplementfttion fo^ns should be upA&ted - 
immediately after each new goal selected. " • m 

^ 48 ft % 
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- . t PROCEDURAL SECTION D «f 

Program Goal Review 

v tt 


* < 




Step IB Share the results of the Steering Committee's work on goals with the principal and the 
Advisory Committee (if you have one). 




4 

t , 




^- — A ' T° v e xpldite matters, you should make a personal presentation to explain and de- 
/ m * fend committee decisions. You may also want to discuss CDU development as a 
way to achieve these goals. * ^ 

» ' . * / 

B. - Be prepared to furnish the principal and Advisory Committee sufficient copies of 
Program iftormatkpi File items 50-53. 




NOTE: This also^would be a good time for the Advisory Committee to review^&mpteted 
Program Information File items 9 t 19 concerning community resourdes. ^ 

' ■ ■ : 1 : . 1 


* 


• 


p 

* 

Step 19 Make changes in ^he arrangement of goals that are justified by feedback from the prin- ' 
cipal and the Advisory Committee. 




• 




— ■ — *. , . 




* 


^ ; ' 1 

NOTE: Once the review of goals ha$ been completed, you may begin your procedures for 
CDXJ development as outlined in the next chapter* 4 * 

— — ■ ■ ' %- 
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CHAPTER 6 



MAJOR -ACTIVITIES 

• 0 

Select infusion points for 
each CDU 

Select CDU instructors 
Orient CDU instructors 
Monitor. CDU production 
Review and approve CDUs 



Monitor CDU implemen- 
tation and evaluation 



Producing CEms 

By sele^ing program goals you have 
chosen where you want your new program * 

* to go. Now you must decide how to get 
there by producing carper development 
units that will help students meet behav- 
ioral objectives that reflect your goak. 

A career development unit (CDU)4s a 
teaching and/or counseling activity that is . 
designed and written to establish methods • 
for achieving alf or part of a given goal. 
Several CDUs may be required to reach a 
g&aU or the same CDU may address bne pr 
several related goaJtf^CDU consists of a 
statement qfT objectives, participant group, 
methods for achievement, time and place of 
paFticipatioh, and the'evaluation plan. The v 
CDU format and a sample CDU appear in the 
proceduralguide entitled Producing CDUs. 

• Once CDUsare wrltte/i, they will be taught 
and evaluated. Togethprfftey will constitute 
your new career gijidince program. 




* You and the Steering Committee will 
not actually write CDUs but you will be 



actively involved in their overall production. 
YoApr first sta> will be to^weYk with mftruc- 



— ^ , . , ^ 

tors 6f current guidance activities in order 
' to convert those activities to the CDU for- 
mat. Then infusion {joints must be selected 
for the new program goals .that you selected. 
An infusion point is the point a^which you 
want tointegrate the CDUs for each goal 
into your school! For instance, a CDU may 
-taught in an existing course, in a special 
course greated for that purpose a pro- 
gram offered by a community agScy. A 
CDU .can be taught anywhere. Any advice 
about infusion poirfts that you received • 
from the Advisory Committee when tfcey 
reviewed your goals should be helpful. Along 
with deciding infusion points, you will be de-* 
cidrfig which groups of students will accom-^ 
plish each goal. Such target groups which 
will participate in CDUs could be, for exam- 
ple, all ninth grade students, all math students, 
or all non-college-bound senior^. You do not 
have to reach all jtudents in a target group 
during one-teaching of a CDU. 

L 

Using the selected infusion points 
target groups as a guide, you and the Steering 
Committee, will choose CDU instructors to 
r write, teach, and evaluate ihe CDUs as dut- 
lined in the procedural guide Producing CDUs. 
For instance, if the target group> is all fresh- 
men, you could ask the instructors of fresh- 
men English classes (or any other class at* 
tended' by all freshmen) to' be CDU instructors.* ' 
Each instructor could write the CDU individu-, 
ally or in a group.- * , 
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You, the behavioral objective specialist, 
the method specialist, and the resource leader 
may be called upon by the instructors for as- 
sistance as they write CDUs. The Steering 
Committee will review all the CDU£T>efore 
they are taught. After they teach them, the 
instructors will evaluate the CDUs using the 
CDU evaluation form (Form No. 21), and 
you will file that form with the rest of each § 
CDU as item 54 of the CPSS Program Infor- 
mation File. ^ ^^-^ 



RESULTS 



/ 

♦ Completed CDUs 



• Evaluation data-for each CDU 



Your procedures for CDU production 
begin on the next page. ' 9 



PROCEDURES 



Step 1 Duplicate one copy of item 54 of the CPSS Program Information File and a$ many copies 
of CDU evaluation form (Form No. 21) as you wUl have CDUs. Masters of b'otli are in 
the envelope labeled "Camera-Ready Masters for CDUs and Annual Program Review." 
Place item 54 in the appropriate place inrthe ProgrUn Information File. Give the coptes • 
of the CDU evaluation form to the instructors in Step 6. x 

. • * * * 

Step 2 Brief*the Steering Committee on the production of CDUs, viewing with them AV-4, and 
. helping them become familiar with the format for CDUs required by CPSS, 

Step 3 Assign members of the committee (or decide to do it yourself) to work with instructors % 
. - of current career guidance activities in your school to convert those activities to CDUs. 

Step 4 With the committee, decide on infusion points a^^target groups for each new goal 

selected for implementation. Consider the advice about CDU development given by the 
Advisory Committee during its review of program goals. You will be deciding which 
group(s) of students (e.g., ninth grade students, all math students, non-college-bound ' 
seniors), will be the target of each goal's activiti^'and^ow.to reach those students (e.g., 
through an existing course, a special course, a program offered by a community agency). 
Remember that you do not have to reach all of yourjarget group on your first CDU at- * 
tempt. Also, it may be best for you to decide generally where to place the CDU (e.g., * 
freshmen English) and then decide specifically where to place if (e.g., Mr; Brown's thirtj 
pefiod English class) as you select CDU instructors (Step 5). ^ \ 

Step 5 With the committee and keeping in mind the'infusion"p6ints and target groups decided 
upon, select CDU instructors. 

A. Find out from those instructors whether they want to write their CDUs individually 
or as a group.. , 

Step 6 Brief the instructors (of CDUs for both new .and old goals) on CDU production, person- 
ally or itt a^egtfral meeting held by you and/or members of the Steering Committee. 

* A. View AV-4 with them. 

B. Give them copies of the procedural guide Producing CDUs art<| .the CDU evaluation 
form. * • * . A 

C. Give each of them a cppy of the goal or goals that the activities of their CDU(s) will 
" address. 

D. Makd sure each instructor knows the infusion pokitt and target group for- the CDU 
so he or she can fill out sections 4 and 5 of the CDUJbrmat. 

E. Make sure that the instructors know that they can re^best the services of the resource 
leader, method specialist, and behavioral o&jective specialist. * * 

Step 7 V Monitor the instructors' production of CDUs, servin'g as a resource person when necessary^ 
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Step 8 Receive the Completed CDUs from the instructors. The Steering Committee reviews eath 

* CDU for quality. Use the criteria at the end of this chapter as a guide. 

Step 9 - Ask the CDU instructors to make any changes necessitated by the review. 
» * 

Step 10 Record the behavioral objectives for eadi CDU on item 50 of the CPSS Program Infor- 

* , mation File. 

Step 11 Make acopy of each CDU and place it behind the cover sheet filed for item 54 of the 1 
Program Information File and return tHe original of each CDU to the instructor(s) re- 
sponsible for its implementation. , 

Step 12 Monitor the implementation of the CDUs. 

* 

A. Consider using a chart (or charts) to keep track of the dates, places, and times all 
CDUs are implemented. Such a chart should help ypu get an overall yiew of your * 
program and should also help you select the infusion points for additional goa^ 

I you choose to implement later. * > 

B. Depending on the size of your school, yoft may want to develop one chart for all - 
courses, or a chart for each ^course area (such as English). The important thing is 

to develop whatever will bfe most helpful to you. 

' C. 'The partially completed chart on the next page may give you some ideas. 

Step 13 Aftjer implementation of a CDU, collect the CDU evaluation results. If youNvant to 

repeat or revise ihs'CDU hefore the Annual Program Review, you may follow the pro- 
- cedures in Chapter 7 dealing with the evaluation of the current program.. File a com- 
pleted CDU evaluation form and any additional evaluative^ at a for each CDU as part of 
item 54 in tfre Program Information File. 



NOTE: You have now completed production of CDUs for goals selected for initial 
implementation. As time and resources permit, select additional goals (by 
repeating appropriate step^n Chapter 5) and produce CDUs for them by* 
repeating the procedural steps in this chapter. 
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CDU MANAGEMENT CHART 



\ 



CP 
CP 



ERLC 



CDU Title 

* r 



Job 

Application 



Resumes 



Course; English III 



Period, Number of Students, Dates Taught: 



Jones 


Brown 


Brown 


Smith 


Black 


Brown 


White 


\d 


3rd 




4th. 


5th 




Jth. 


(30) 


(30) 


(34) 


J 26) 


(37) 


(35)* 


(35) 


4-1 ' 


4-1 


4-1 


4-1, . 








" to 


to / 


to 


to 








4-5 


4-5 


r,4-5 


4-5 









Course: English IV 



Period, Number of Students, Dates Taught: 
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Milker 

2nd. 

(35) 













Dunn 


Jackson 


Holloway 


Butler 


Brown 


3rd. 


- 4th. 


*4th. 


6th. 


7th. 


m) - 


(35) . 


(35) 


(34)^ 


(34) 


5-6 


5-6 








to , 


to 








5-16 


5-16 
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Criteria for Reviewing Career Development Units 



Each career development unit that is submitted to you for review should to the extent possible 
provide detailed information on all topics outlined in the CDU format. The following are suggested 
procedures for reviewing each career development unit. 

• 

AX minimum, the review should address the followihg: > 

A. Skill level appraisal 

Do the criterion behavioral objectives comprehensively define thefkills and knowledge 
needed by students to accomplish the goal or goals? > 

ire the students given the opportunity to achieve basic skills and knowledge before 
attempting to acquire more complex behaviors? 

Do the individuals (teachers, counselors, peers, etc.) who are to assist students to 
achieve the behavioral objectives have sufficient skills and knowledge to do so? Is 
staff in-servrce education needed? 

Win the methods and activities specified in the plan enable students to achieve the 
behavioral objectives? Could other methods be more effective? Could other methods 
be more efficients , 

Is the number of students participating in the career development unit sufficiently 
large to permit, a meaningful reduction of student needs for career development 
skills and knowledge associated with the goal? 

B. Organizational appraisal ,' 

1. If appropriate, can the infusion of the career development methods and activities 
into ongoing courses or programs be effective? 

2. Are the resources (people, equipment, space, and materials) needed to implement 
the career development unit adequate? Can other resources, especially those out- 
side of the school, be utilized for the career development unit? 

C. Completeness 

* « 

1. Are all parts of the CDU included? 



4 ' 



1. 
2. 
3. 

4. 

5. 
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CHAPTER 7 




MAJOR ACTIVITIES 



• Prepare for annual program 
review 

• Conduct annual program 
review to : 

Review the progress, levels 
of the CDUs implemented 
during the past year. 

Review goals that have not 
yet been implemented " 

Make decisions concerning 
the revision and expansion 
of your program for the 
coming year 



CONCURRENT ACTIVITIES 



• None 



Annual program review is accomplished 
by the Steering Committee, with probable as- 
sistance from th* CDlHnstructors. The Ad- 
visory Committee and principal should review 
the results and make recommendations. The 
actual revision and expansion of existing CDUs 
and the development and implementation of 
additional CDUs are performed by individual 
CDU instructors following the decisions made 
by the Steering Conjmittee during the annual 
program review. 

t __ 
Annual program review should give you 
a comprehensive view <jf your existing pro- 
gram and help you decide what revision^ and 
expansion should be made next year. 



Reviewing Your Program Annually 



You have designed and implemented 
your new career guidance program and 
evaluated CDUs oa an individual basis. 
What remains to be done is to evaluate 
your program as a whole and to make 
plans for changes in the coming year, 
CPSS calls this task \he annual program 
review. Annual program review occurs at 
two points during the year: near the con- 
clusion of one school year, and near the 
beginning of the next. The task consists 
of three major activities: 



1, 



2. 



3. 



Reviewing the progress lev$ 
CDUs implemente 
Rng the past year,V 



, Keviev* 




swing goals l 
yet been implemented 

Making decisions concerning the re- / 
vision and expansion of your progr^rti 



for the coming year. 



RESULTS 



Completed Annual Summary 
of CDU Evaluation (CPSS " 
Program Information File 
item 55) 

Recommendations for the r 
improvement of current 
CDUs 

Updated version of the list 
of program goals selected^ 
for implementation (CPSS 
Program Information File 
item 53) " 1 



• Plans for next year's program 



l VJ 

Your procedures for directing the tasks 
begin on the next page. 
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PROCEDURES 

Step 1 Prepare for the Steering Committee meeting(s) concerning annual program review. 

A. Complete item 55 of the CPSS Program Information File (Annual Summary of CDU 
Evaluations) by summarizing evaluation results from all CDUs that have been imple- 
mented during the year. * „ 

1. Information needed for completing columns 1 through 5 of the item can be 
found in the CDUs (item 54). Information needed for completing columns 

, 6-9 can be obtained from the results on the CDU evaluation form (item 54). 

2. An example of a completed item 55 is displayed on the next page. 

B. If necessary, obtain CDCTinstructor comments and recommendations for CDU im- 
provement identified in the CDU evaluations. 

C. Discuss with the resource leader the timeliness of the resource information (Program 
Information File, items 2-33). If resources need to be updated at the present time, 
ask the resource leader to do so. * 

t . 

D. Make sure that item 53 of the Program Information File (Program Goals Selected 
for Implementation) has been updated to include all goals that have been selected. 

Select a time and date as close to the end of the school -year as possible so that a . 
majority Qf the Steering Committee members will be ablelo attend the meeting. 

T 5 ": Duplicate sufficient copies of the following updated materials in the CPSS Program 

Information File for the Steering Committee members: 

i 

1. - Program Goals Selected for Implementation (item 5&) 

2. Annual Summary of CDU Evaluations (item 55) 
J . ^ 

3. Resource Assessment items (items 2-33) 

4. Program Goal List (Form No. 1*9) 

5. Career Development Matrix (item 52) r 

6. Needs Asse&rriftnt tables (Tables 41-45) 

G. Have available the career development units and evaluation results (ttem-54) for 
the Steering Committee members. Yau may make copies of any part of this item, 
as you deem necessary. Also, have' available item 50, Program Goals, and Needs 
Assessment table 49. 




55 ^ Annual Summary of CDU Evaluations (School Year '1977 -7&) 
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1. 

Goal No. 
and 

Priority 



* A-X 
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CDU 
ID 



3. 

Number of 
Times Im- 
plemented & 
Evaluated 



/ 



Target Par- 
tic i pants 
(Number & 
Description) 



Z43 - 



5. . 

Actual 
Number _ 
of * 
Participants 



Ito 



Behavioral 

Objective 

ID 



1-J 



Number of 
Students 
Attempting 
Objective 



-1 2D 



8. 

Number of 
Students 
Achieving 
Objective 



ioo 

!0f 



9. 

Percent of 
§tudents 
Achieving 
Objective 



/ f - 



67. 



NOTE: The following steps should be undertaken in as many Storing Committee meetings 
as required, In*Steps,2-8 there are two major tasks to be accomplished. (1) Steps 
2-5 describe how to Feview progress levels of current CD Us and make tentative de- 
cisions about improvements to them. As you and the committee make a decision 
involving current CDUs, you may want to get ^commendations from the CDU * 
^instructors. (2) Steps 7-8 describe selecting additional goals-ind CDUs for imple* 
mentation for tne coming year, j t 



• - •■>■ : — " 

Step 2 Prepare a sheet for each CDU upon which you will record recommendations made durine 
Steps 3-5. * 

Step 3 With the eommittee,«determine the success of each GDU implemented during the past year. 

» • 

' A. Determine whether the achievement rates for the behavioral objectives are satisfactory 
^ (The rates for the behavioral objectives appear in columns 6-8 on-item 55, Annual 
/ Summary of CDU Evaluations.) Since there are no hard and fast rules for what con- 
stitutes a "satisfactory" rate, you will have to rely on your professional judgment. 
Perhaps-you'll want to establish a minimum rate of achievement for all behavioral 
objectives. 

B. Review the CDU evaluation, item 54 suggestions and recommendations concern- 
ing the adequacy of the behavioral objectives, methods or activities, resources, in- 
fusion points, or any other' element of the CDU that may need improving. 



v 



C Based on your revisions in Step 3A antl 3B, record all recommendations (and a ' 
. rationale for them) for each CDU gn its recommendation sheet prepared in Step 2. 

Step 4 For each CDU that has been implemented during the past ye^r, the Steering Committee 
should determine whether all of the behavioral objectives for the goal that the CDU ad- 
dresses have been implemented. 

4 

A. Referring to item 54 (Career Development Units) of the Program Information File, 
determine whether ajl important behavioral objectives for a goal being implemented 
have been addressed by the CDU. (Student or instructor c6mments in item 54 jnay 

f be useful here.) . 

B. If any critical behavioral objectiv<i have been omitted from the CDU, review tlfe re- 
sources available for expanding the number of behavioral objectives taught in the 
CDU. If resources are not available, consider either reallocating existing resources ' 
within the school or obtaining the required resources. 

a C. Record any recommendations regarding adding behavioral objectives, new methods, 
resources for implementing these objectives, and possible changes of infusion points 
and their rationales on the recommendation sheet for each CDU. 
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Step 5 For each CDU that has been completed during the past year, determine whether the 
number of students participating in tHe C0U has bee*n large enough. 

♦ <; : - O 0- v 

- A. -Using the information provided on item 55 of the CPSS Program Information File, 
* - see whether rhe target number of students approximates the actual number of stu- 
dents Who participated in the CDUr ^ 

B. If the actual number of students participating in a CDU is considerably less than 
the target number, review the available resou^es listed in the CPSS Program Infor- 

: mation File for resources that could be used to increase the,studejit participatidf* 
rate: iftesources are not available, consider ways to reallocate existing resources 5r 
acquire new resources. 

C. Examine closely the existing infusion strategy and consider the follbwing: 

1. Can the existing infusion strategy reach all of the desired student participants?. 

v 

' 2. If the existing infusion strategy utilizes an existing class, should the CDU be 
expanded to additional classes? 
t • . . • * ^ 

3. If the existing infusion stteftegy utiUzes*an existing course area; should the 
CDU be expanded to additional classes within the course areaMr to additional 
course areas? , * w 



- * 



Would the creation of an independent class or course* for this CDU be appro- 



t P"ate? - ' * 

5. Should several CDUsbe'nierged into an independent class pr course? 

D. PJace any committee recommendations regarding either expansion witMrhe same 
infusion strategy or a change in infusion strategy on the CDU recommeTO$tion sheet 
Include a ration^l&iof-your recommendations. ^ f 

/ * " 



NOTE: If you have not yet involved input from the CDU instructors, discuss with them 
now your recommendations far improving the curren^DUs. If you have macte 



adjustments to your recommendations along the way^ur may now want to 
prepare clean copies of your recommendation sheets.^ 



Step 6 Determioe the avail&bi&y o£ resources for selecting additional goals in the coming year. 

(See items £33 of the CPSS Program Information File.) Pay particular attenfion to the 
t expertise, readiness, and the availability of faculty /staff in the area of career deyetopmertt. 
^ If additional resottfgis are.not available, proceed to step 8. If additional resources are 
available, proceed with step s # , r ^ 



Step 7 Follow program goal selection processes outlined in Selecting Program Goals, Chapter 5, 
• % Section C, Step 17 A-E. It is sfrfongly recommended that these procedures be closely fol- 
/ lowed when selecting additional goals. ^ 




NOTE: Where possible, use th^hformation eontatoed in the Career Development Mltrix 
(item 52) anS Needs Assessment (tables 41-45) when making your decisions in 
selecting additional goals for implementatidrt. (Goals not.yet^implemented are 
those without asterisks.) Whenrusing the information, however, keep in mind x 
that it applies to different grade levels (e.g., last year's ninth grade information 
* applies to this year's tenth grade)! Also, the longer it has been since feadminis- 
^ ^ \ - t tering needs assessment questi6nnaires, the less cuyent the inforamtion will be. 

B^suje to update the Career Development Matrix By placing^n asterisk (*) in the 
celfof the new goals selected for implementation! 



Step 8 If resources peVmit, make" plans for the development of additional CDUs ahd the revision 
of current CDUs in the summer. - ^ 

Step'9 Submit the. following for review by the principal an^the Advisory Committee and make 

.\* appropriate adjustments based'on their review. * * 

» * 

' " A. All CDUs implemented during the last year (item 54) 

B. Annual Summary of CDU Evaluations (item 5S) , * 

C. AH CDU recommendation sheets 

D. . All new goals selected for implementation (itepi 50) . - 

Step 10 Develop a brief p^n thtot outlines the tasks you want to accomplish next year,^r>d tti£ 
tentative schedule for,acspmpli$hing these tasks.. This completes the committee's rev 
sponsibilities for annual program review at this time. 

^^Step 11 Reproduce one copy of the final CDU recommendation sheet for each* CDU and deliver 
the copy to the appropriate CpU ifstru'cfors*. Request the CDU instructors to begin in- 
corporating the recommendations into the CD# as soon as possible. Be sure to keep the 
CDUs, in item'54 of the CPSS Program Informatian»File updated. , t 

the Program 

Information File (Annual Summary of CDU,Evaluation). These recommendations should 
be used in evaluating the effectiveness of the revised CDUs after another year of implemen- 
tation. . * 



9 
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NOTE: The summer vacation of the school yeat should lake place between stops 12 
and 13. If feasible, involve current and new,CDU instructors"^ revising cur- 
rent CQUs arfd developing new CDUs during the summer. In working on 
CDUs, follow CDU procedures outlined in Chapter 6 of this Handbook. " 



Step 13 Conduct a meeting for all^^DU instructors near the beginningjoftthe school year.to re- 
k • acquaint* past instructors and orient new instructors to the com^g activities during the 
school year arid to ma^e final program adjustments, if necessary. 



Step 1| Inform faculty /staff of thexohiing program activities during the school year. 



\ 



NOTE: 



Continue working on CDU development, implementation, gnd evaluation 
throughout the year. The third leveFof evaluation in CPSS takes pake abeut 
every three years. „ , 



During the year that" you readminister questionnaires, use the next . 
chapter, Chapter 8, as the central document for the overall evaluation and 
planning of your^career guidance program. Program reassessment (Ghapter 
8) will refer you to appropriate procedures in the following chapters in 
this handbook: * 

Chapter 3, Assessing N^eds: Sif^veying 

Chapter 4, Assessing. Needs: - Tabulation > 

Cjiapter 5/Selecting Program Goals -. i 

Chapter 7, Reviewing YoUr Program Annually " 1 



1 
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CHAPTER 8f 



V 



MAJOR ACTIVITIES 



Chaoge the Student and . 
.Graduate Questionnaires 
and appropriate tahles to 
include any. new goals 



Readminister ^Student and 
Graduate Questionnaires 

- Complete new^ needs assess- 
ment tables 

Establish new priorities 
among career development 
goals anfl % are$s by complet- 
ing a new Career Develop- 
ment Matrix 

Evaluate jrour current career 
guidance program 

Select- additional jjjOals for 
implementation ' 

Make new program plans for 
next year 



i 

Reassessing Your Program' 



Information on the progress of students 
can be obtained during any year as long as the^ 
school has conducted CDU evaluations and 
the annual program review. Hpwever, there 
is a need to gather evidence, through read- „ 
ministering questionnaires, on the Overall 
impact of your program. By relating this 
evidence to the actual operation of CDtts, * 
ways for improving the delive~ry sylftem^of 
the CDUs currently-existing in your school 
can be identified. Moreover, since^the last 
needs ass^sment, there has been a^hange 
in student population. New studenTslriay 



hdv$ a different level of skill for career de- 
velopment goals not yet implemented. 
Unless this new level is identified, plans for 
expanding your program wifl be les^than 
, effective. In short, programWassessment 

* should help your school improve its career 
guidance program and ppint the way fof 

N further development. / * 

• 

* ' Program reassessment is actually the 
- annual program review combined with a 

new needs assessment. This needs assess- 
ment requires the cqllectipn o'f two sources 
of information: Sfudent and Graduate 4 
Questionnaire data. (Parent and Faculty/ 4 
Staff Questionnaires are not reatfministered 
since theirmain purpose was to assist you in 
getting your career guidance program started.) 
Comparing the new and oljl ^tqdent data will ' 
^ tell you whether your career guidance pro- 

* gram is, reducing the needs of all students. 

. The graduate data will serve as an exlernal. 
validation of your program's impact by sum- 
marizing the reactions of those wbo*have had 
a chance to apply career development skills 
they learned in school to real-life situations . 
they've been invoked in since. You will use 
this additional information as you follow * 
the same evaluation processes outlined in „ 
annual program review, Chapter 7. 

The frequencjfof program reassess- 
ment Is determined by^he individua^school 
arrd depends on such factors as the number 
of goals being implemented,1he desire for 
, impact and student needs data, and the • 
amount of resources available for the effort. 
However, it is recommended that prbgram 
• reassessment be conducted every three years. 
In order to allow sufficient time for collecting 
and tabulating^needs assessment data, program 
reaSes^ment should be initialed at the begin-" 
ning of the setorid half of the school year". 
These data should then be ready (in the form 
of new needs assessment tables and a new 
•Career Development Matrix) for the end-of • 
the-year annual program review meeting. 



j 



CONCURRENT ACTIVITIES 



• Continuous development, im- 
plementation, and evaluation 

ofCDUs 



Ccfmmittee and Task Force 
* Involvement 



and^will administer questionnaires to graduates 
and students/respectively. Th^y also will tabu- 
Jate the resulting information and i record it on 
tables sirhjjjar to those used in needs assessment. 
The GraduaXe Questionnaire Team consists of 
one faculty member and four students. The • 
Student Quest ionnaire Team consists of-orie > 
faculty member and two students for each of 
the grade levels to.be surveyed.' The diagram 
below* represents the; position -Qf the Program 
Reassessment Task Force for a scTiqoI plan- ^ 
nihg to. survey students in four-grade levels. 



Program reassessment is performed in 
part by the Steering Committee. The Program 
Reassessment Task Force closely resembles the 
original Needs Assessment Task Force. You, 
as CPSS coordinator, will head bath the task 
force ,and the committee. Two learns, the ■ 
Graduate Questionnaire Team and the Student 
Questionnaire Team, comprise the task force' 



Oirce the Program Reassessment Task Force 
-has collected thedafa and tiisplayed them in- 
tables, the t?SS coordinator will complete the 
Career Development Matrix. The coordinator 
and the rest of the Steering Committee are^thm 
r^spertsible for the evaluation of the current.' 
program fusing both CDU evaluations and sur- 
vey data) and f6r the selection of additional 
goals (based on newly established priorities). 



Program Reassessment Task Force 



. 9 

* 


CPSS Coordinator 










f 



Graduate Questionnaire Team 

1 ^fapulty member , 
4 students 



. > 



* Student Questionnaire Teanv 

4 faculty members * 
>. ^students 
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RESULTS 



\ 



• Completed new neads assess- 
ment tables (CPSS Program 
Information File, Tables 41- 
47 and 49, and graduate and 
student columns of Tables 
40 and 48) 1 

• Updated Program Goal forms 
i (CPSS Program Information 

File, item 50)- and updated' 
Program Goal List (Form No. 
19) 

• Competed ffew Career De* 
velopmpnt Matrix (€PSS Pro- * 

^ gram Information File, item 
52) 

• Completed Annual Summary 
. of CDU Evaluations (CPSS 

Program Information File, 
item' 55) 
• * * 

• CDU recommendation sheet 
for each existing CDU 

• Completed new Program Goals 
Selected for Implementation 

' (CPSS Program Information 
File, item 53) * 



A. brief program plan outlin- 
ing major activities and 
schedule for the next year 



1 V 



Yoqr procedures for program reassessment begin on'the next page 




\ PROCEDURES - . 

^&ep 1 Brief the Steerjng Committee on program reassessment.. Together, decide whether a pro^ 
\y gram^reassessnleht should be initiated during this school year. 

A. Before attempting to Initiate program reassessment, you should make sure that the 
following criteria have beep mat: 

1. Enough time remains in the school year to organize, plan, and administer and 
tabulate Student and Graduate Questionnaires. 

2. € Enough resources are available to reproduce an adequate supply of Student and 
J , Graduate Questionnaires and related materials. 

3. Enough people are available to perform the tasks involved'ln program reassess- 
ment. — t -' 

/ # .4. Lnough career development units have b£en implemented to warrant collecting 
program reassessment information. 

' . \ .. • . 

• B. >j> JP^*u^ecide"that program reassessment, shouldnot be initiated dufing this school 
s ^al^ontinue developing CDUs according to the procedures outlined in Chapter 6 

* r t and Conduct annual program review near the end of the school year by following 

< procedures outlined in Chapter 7. Do not continue with the procedures in this chapter. 

/ : V ' * 

C. If you decide that program reassessment should be initiated during this sthooj year, - 

follow the remaining procedures outlined in this chapter, 

* *■ * " 

Step 2 Lead the Steering Committee in making necessary, transitions to initiate a prograirTreissess- 
► .ment. Make certain the followrng is accomplished before program reassessment is initiated. 

A. Review the Program Goal List (Form No. 19) and Program Goal forms (CPSSProgram 
\ i Information Fire, item 50) to identify all program goals that do not. appear on the 

original Student Questionnaire and Graduate Questionnaire (e.g M goals originating 
\ from state and local requirements, gfljJs existing mUhe^chool prior to CPSS, or goals ~ 

*\ { • generated to make the list of goals uncTer each career development area more compre- 

* i hensive). At this time, the Steering Committee also may add more goals toUe Pro- 

gram Goal List. These additional goals should fye written according to the Directions 
» ^ for Writing, Goals (Form No. 20). Classify these new goals into appropriate career de- 

velopment skill areas. Review each new goal and completfall necessary paper work 
as described in §teps 6-8 of Section A, Chapter 5 of this ha^ook. 

B. If no program goals have been written based on sources other than the items on tKe 
* * ' - % original Staderrt Questionnaire, j^oceed now to Step 3, below. ■ ~ 

c - * f program goals hav£ been written based on sources other than fch§ items on the 
original Student Questionnaire, make sure that; - H ^ - 

1 . AdditionaJ Student QtfSfionnaire and Graduate Questionnaire items are written 
and added to the questionnaires for these additional goals. 

2 * Needs assessment tables are revised to include tKe added new questionnaire 
items. * 

• T " * 
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Organize and lead the Program Reassessment Task Force in readministering Student and 
Graduate Questionnaires by following the procedures outlined in Chapter 3, Assessing 
Needs: Surveying. It is recommended that these procedures be closely followed. How- . 
ever, th^following modifications should be taken into consideration: 

A. Skip all procedural steps for surveying parents and faculty. 

# 

B. A shortened version of the Graduate Questionnaire should b^ised in program re- \ 
assessment. Delete the last page of the Graduate Questionnaire before duplication . 
and read ministration. 

C. Instruct the Student Questionnaire Team and Graduate Questionnaire Team to follow 
the following two sections in the procedural guide Assessing Nteds: Surveying. 

a. Student Questionnaire Team Procedures 

b. . Graduate Questionnaire Team Procedures 
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. • \ . • . 

Step 4 . Lead the ftogram Reassessment Task Force pr othejr groups of individuals in tabulating^ 
student and graduate data by closely following*the~proce<fUres outlined in Ch'apter 4, - 
Assessing Needs: Tabulation, When following the procedures in Chapter 4, keep the fol- 
lowing modifications in mind: 

A. Before duplicating copies of materials needed for'tabulation, make the following 
necessary adjustments: • 

1. Delete the Parent Code Sheet, Faculty/Staff Code Sheet, and Graduate Code 
Sheet 2. 

t. 

2. Blank oyt the "Faculty /Staff Total" and "Parent Total" rows of the "General 

Need" columns of Summary Sheet 3. 

♦ • *■ 

^ ■ 3. Delete Summary Sheet 4. 

■\ ' 

4: Blank out the "Parent " and "Faculty/Staff" columns of Table 48. 

Faculty/Staff" columns of Table 



5. Blank out the "Graduate," "Parent," 
40. 



§nt^jid "F 



B. 

C. 



Skip all procedural steps for tabulating Parent and faculty /Staff Questionnaire data.-' 

Instruct the Program Reassessment Task Force to accomplish the following pro- 
cedural sections in the procedural guide Assessing Needs: Tabulation related Co 
tabulating Student and Graduate Questionnaire data (Delete the procedural steps 
related to tabulation of Parent and Faculty/Staff Questionnaires in those sections 
with asterisks below). 



1. 
2. 



Section A, 
Section B-l, 



3. Section E, 

4. Section F-l, 

5. Section I, 



Sedtion J*, 



7. 
8. 



"Section M*, 
Section N*V 



* -9. Section O*. 



Transferring Responses from Student'Questionnaires to 
Student Code Sheets 

Transferring Responses from Graduate Questionnaires to 
Graduate Code Sheet 1 ' - . 

Adding the Counts on Student Code Sheets 

Adding the Counts on Graduate Code Sheet 1 

Transferring the Sums on Student Code Sheetjrto Summary 
Sheets 1 &3 

* » 

Transferring the Sums on Qraduate Code Sheets to Summary 
Sheets 2 & 3 

Totaling Summary Sheets 1, 2, &4 

Computing Percentages and Transferring them to Nine Tables 

Recording All Fill-in Statements, Contments Including Com- 
pleting Table 47 . * \ 



.ERIC, 
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Once data tabulation is completed, you should receive tha following: } 

A. Completed Stjudent Code Sheets and Graduate Code Sheet 1 

B. Completed Summary Sheets 1, 2, and 3 

* 

C. . Completed Tables: / 

1. " lM>Ie 40: Relative Importance of Five Career Development Skill Areas 

2. Tables 41-45 • Student Needs for Each Career Development Skill 

3. Tablp 46: Future Plans of Students and Current Activities of Graduates 

4. 'Table 47: Occupationa^Choice of Students 

* * 5. Table 48: General Need lor Career Development Skills 

A ^ 

6. Table 49- Graduate Evaluation of Career Guidance Program 

Reassign priorities to each career development skill area and to goals within each area 
based on student questionnaire data summarized on needs assessmenttables 40-45. 

A. Have available the following materials: • 

* * . 

1. Completed needs assessment tables 40-45-Table 40 witt be used to assigA 

ff priorities to areas, while Tables 41-45 will be used to assign priorities to goals 
; within each area. 

2. Program Goal forms (item 50 of CPSS Program Information File)— Erase the 
ofd priority from each goal form. * 

3. A blank copy of the Career Development Matrix (item 52 of the CPSS Program 
Information File). 

B. Assign priorities A-E to the career development skill areas based on the percentages 
of student need for each area, recorded on Table 40. Assign priority A to the area 
with the highest percentage of student need, B to the area with the next highest 
percentage of student need, and so on. Record the area titles in the appropriate 
priority spaces on the Career Development Matrix. 

C. Follow Steps 12 B-D and 13B in Section B oFChapter 5, Selecting Program Goals 
in completing the following remaining tasks in priority assignment* 

1. Assign priorities to goals within each career development skBI jureas. 

2. Record the new priorities assigned to each goal orito the Program Goal forms. 

3. Complete the Career Development Matrix', 
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NOTE: Be sure to asterisk all those goals'in the matrix that are currently in operation* 



Step 7 Prepare for the program reassessment meeting which takes the place of the endof-the- 
year annual ptogram review meetipg. 

* A. Make available both the new and old Career Development Matrix (item 52) and the 
new and old needs assessment Tables 4145 and 49. This information will be used 
for assessing the overall impact of your current career guidance program. 

B. Follow Step 1 of Chapter 7, Annual Program Review, in preparing for an evaluation 
of overall progress of CDUs. , ■ - 

Step 8 Conduct the Sfeering'Committee meeting on program reassessment. 

A. Evaluate the overall impact of the career guidance program by answering the follow- 
ing two questions £or each asterisked goal in the new matrix. Record the commit- 
tee's conclusions about each asterisked goal oft a separate sheet of paper. 

1. How successful has the program been in reducing student needs? ^Compare the 
priorities and percentages for each goal in the old and new, matrices. Determine' 
whether the priorities and percentages have decreased for the goals being imple- 
mented. If they have, this may indicate that the current program has been'ef- 
fective in reducing student needs. If not, this may suggest that the current pro- 
gram has not been effective, or that it has not reached enough students. If a 
goal has been directed toward a particular grade level, look at the grade level 
data for that goal on the appropriate needs assessment table (old and nev^). 

' Again, ans«sjr the question: How successful has the goal been in reducing stu- 

dent neecjs? 

2. How adequate has the current program been as perceived by graduates? Inspect 
Table 49, Inadequacy of Career Development Assistance as Indicated by Gradu- 
ates, to review the adequacy of the current program as assessed by the graduates. 

B. Incorporating what has been discovered^ decided in A, above, evaluate each CDU 
in terms of its success rates and the needed improvements by following closely the 
procedural steps 2-6 of Chapter 7, Annual Program Review. As you make adjust - 

, . ments to your career guidance program, take into consideration also any changes in , 

your feeder schools' programs, as shown in updated item 2 of the CPSS Ptpgram 
Information File. 
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NOTE: After several years of successful implementation of a goal, you may want to de* 
determine whether that goal is still important for the career*development'of " . 
' your students. Program reassessment will show you \4hether the students are 
accomplishing the'goal birt not whether it is still important to them. You may 
make this determination based on your own judgment/inputs from the Advisory 
Committee, or other sources of mformatidn. Eliminate a successful goal, only 
if there is very strong evidence that it is no longer important to th« career devel- 
opment of your students: 



Step 9 Determine the availability of resources for selecting additional goals1n*the coming v^r. 
Pay particular attention to'the expertise, readiness, and the availability of faculty/staff 
in the area of carreer development. If additional resources are not available, proceed to 
Step 11. If additional resources are available, proceed with Step 10 below. 



Step 10 Follow program goal selection processes outlined in Selecting Program Goals, Chaptej-,5, 
• Section C, Steps 17A, B, C^and E.- It is strongly recommended that these procedures b£ t- 
closely followed when selecting additional goals. Use the newly completed Career Devel- 
opment J^atrix and Needs Assessment Tables 41 through 45 (for grade level data) when 
selecting additional goals. Place emphasis on the high priority norv-asterisked goals in the 
Career Development Matrix. ' 

Step 11 Follow procedural Steps 845 Chapter 7, AnrVUal Program Review in completing th# re^ 
J maining tasks involved in program reassessment, which involves malting plans for the 
. ^ career development activities of the, cqming year. ^ \ 

Step 12 Continue working on CDU development, implementation, and evaluation as outlined in 
Chapter 6 of the handbook. «, 



NOTE: You have now completed program reassessment tasks. Fot&n optional 
method of displaying old and new student needs assessment data, see 
the Appendix that follows. 
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APPENDIX 



Every time youM>nduct program reassessment, you will be generating a new Career Develop- 
ment Matrix and new needs assessment ^ " J 
trend graphs, in order to keep a continuous record of student needs. These graphs are optional 
since you only need to compare the two most recent sets of data (matrices'and tables) to make 
program decisions. But should you want to have easy access to all of the dattfT complete the trend 
' graphs -as follows. m ^ c 

Biiplieate as many trend graphs as there are program goals identified on the Student Question- 
naire. For each goal, plot th^ata on that goal from the appropriate needs assessment tabje onto a 
trend gfapk An example trend graph for one goal is on-ihe following page. 
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CPSS PROGRAM INFORMATION FILE 
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— 

NOTE: The following is.a list of the numbers a*hd titles of the CPSS Program Inf ormation' 
items. Each item .is found jn the appropriate package Qf camera-i^ady tai&sters. The 
headings -below with asterisks are suggested as dividing poirits for a filing system you 
~\ should devise. The CPSS Program Information file, eventually, contains 
/ mation in ; your career guidance program. 



the infor- 



*RESOURCE ASSESSMENT ' ," ' * 

J^lurrent Career Development, Activities 1 ; . *' ■ 

A. 'Descriptive and Evaluative Data on the Existing Catreer Guidance Program 
t 2. Current Career-Related Programs in Feeder Schools 

3. State arid District Career Guidahce/Devrtopment Goals ^ 

• r * 

*SchooI "Resources . • 
' 7 * , ' - * ' ; • - 

4. Faculty/Staff . : " . - 1 • 

5. Career Development Materials" ~ \ I " 
'6. Equipment 

. tf. Space . • .' J 

. & ■ Funds . • S 

♦Community Hpsources 




i 



9. Universities and Colleges J 1 

10. \ Occupational Preparation Schools 

11. Occupational Prepfljgtion Programs - X 

12. Post -secondary AssWI^ce ^ 

13. Occupational Selection Assistante 

14. Job flaceipent- Assistance 

1 5. Part-Time Employ merit Assistance 

16. Special Programs 

17. Help for Emotional and Physical Proble 

18. District Guidance/Cveer Education Administrative Services 

19. People 4* " 

♦Cpmraujiity and School Description 

Population ' * /' 
PopuJation Changes 1 
Dccupations 1 
Unemployment • 
.School Boundaries* 
Distance to Boundary . 
Size of Attendance Area ' *. 




Qys Transports tkn 
Student Enroling 
Dropouts > . | 

Course Offerings r )f - 

Class Scheduling System 
Jn-service Education 
Determination of Coifrse Content 



^RESOURCE ACCOUNTING • - - ". . ' 

.34. People/ ^ * > 

35. Equipment. ; ** , «. 

36. Materials c 

* 37.* Space v t , 

38. Fuhils ' ' * * * ' * 

39. External Services . . , • f\ 

♦NKEDS ASSESSMENT ? ' * * . 

. 40. The Need for Areas of Career Development Skills as Indicated by Stunts; The Relative 
Importance of C<ut?er Development Skills as Indicated by Graduates, Parents, and 
Faculty/Staff > * 

41 . The Need for Self-Awarf ness, Social Awareness, and Related Problem-Solving Skills as 

Indicated by Students - % 

42. The Need for Career EUfcrtoration Skills as Indicated b*y Students 1 

43. The .Need for .Job Acquisition and Related Problem-Solving Skills as Indicated by Students 

44. The- Need .for Education ind Trainmg Exploration Skilb as Indicated by Students 

• 45. The Need for Education and Training Acquisition and Problem-Solving Skills as Indicated 

v ' Studenfs • ^ 

46. The FylGre Plans of Studeifts and the Current Activities of Graduates 

, 47. Occupational- Choice of Students n I 

48. Th# General Need for Career Planning Services as Indicated by Students, Graduates, 
/ Faculty /Staff, and Parents' A 

49. Inadequacy of Career pevelopment Assistance^! Indicated by Gf^MI 

♦SELECTING PROGRAM GQALS 

50. Program Goals - , 

51 . Career Development Skill Atea Priorities 

52. Career Development Matrix 

53. progi&rp Goal| Selected for Implementation % 

• f . * • • 

♦CAREER DEVELOPMENT UNITS AND AIWUAL REVIEW 

54. Career Development Units (CDUs) and Evaluation Results ' 

55. Annual Summary of CDU Evaluations ' , - . 
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otherVubligations»and products of 
the career planning support system pbogram 



TRANSITION FROM SCHOOL TQ WORK « - . ' 

Copmg in the World of Work Practice in Problem Solving, by Robert E. Campbell^ 
• George A. Wynn, $nd Robert M. Ransom. A career development instructional 

unit designed topsist individuals develops oping strategies to^eal with work- 
* entry and job adjustment problems. Thejinit includes an Instructor's Hand* 
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CAREER DEVELOPMENT FOR WOMEN ' ^ 

,.V .^v 
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• v • - ■ ■ 
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CAREER DEVELOPMENT Foff MiNORI? Y YOUTH 
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For additional information or ordering instructions (prices and availability), contact* 

% i The (Tenter for Vocational Education ' „ 

CVE Publications \ 

I960 Kenny Road v 
- ' Columbus, Ohio . 43210 * ^ * 

Tel. (614)486-3695 J * 



